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Introduction

Training Overview
Who Should Attend?

This course is intended for the users who want to access library
information through the use of Director’s Station reports.

Prerequisite

No class is required.

Course Goals
After completing this course, participants will be able to:
Identify the components of the Dashboard
Create a report
Create a chart
Create a meter
Add a shared report to your personal Dashboard
Remove a report or chart from your personal Dashboard

Save and remove a public folder report

Getting Connected

Access information to your particular Director’s Station
installation will not be provided as part of this training. Your Site
Administrator should receive the following information from
your SirsiDynix Project Manager:

URL for your instance of Director’s Station
Delivered Administrator login and password
Delivered Director login and password

If you are the Site Administrator, change the administrator
password as soon as you receive it. If you are not the Site
Administrator, you may need to wait for users to be created and
access rights to be assigned before accessing Director’s Station.
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Director’s Station Overview

Director’s Station Overview

Dashboard and Popout Menu

& R . =
G SirsiDyniX My Director's Station Dashboard

SwiftLinks SwiftCharts Active Available Holds

SwiftReports

DAH Acquisitions Measures

POpOUt _— DAH Activity Measures
Menu Bar DAH Authority Measures

[=5] all Bill Measures

DAH Booking Measures

DAH Catalog Measures

[Z] all Checkin Measures

DAH Checkout Measures (Current)
DAH Checkout Measures (Historical)

Holds

SwiftHelp SwiftMeters Barred Users
DIRECTOR'S STATION HELP
Getting started with Director's Station
My Folder
Working with Dashboards
Using Reports
Reports Overview

&3SirsiDynix

@ P

The Dashboard is the starting point for collection analysis. Users
can select components for their Dashboard from the following

sections:

SwiftLinks — A panel that contains tabbed lists of delivered
and customized reports in a SwiftReports tab, as well as
SwiftMeters and SwiftCharts if any have been added to the
Dashboard, and General functions that are used by
administrators

SwiftReports — Delivered and customized reports
SwiftCharts — Graphs created from reports

SwiftMeters — Notifications for data that has crossed a set
threshold or thresholds

SwiftHelp — A list of help topics delivered to assist in
working with Director’s Station.

|
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Popout
Menu

Popout Menu Bar

Using the popout menu

1. Toopen the menu bar, from any point in the
application, click on the gray space in the popout bar to
display the popout menu.

2. Toclose the menu bar, from any point in the
application, click on the gray space in the popout bar to
hide the popout menu.

The Popout Menu includes the following folders or categories:

About SirsiDynix — This section contains a link to the
SirsiDynix home page.

Documentation — This folder contains access points to the
on-line help and links to SwiftKnowledge documentation.

Collection Analysis — This folder is delivered to contain
reports designed to access your SirsiDynix Symphony or
Unicorn data. It is divided into functional areas in the library
such as Administration, Technical Services, and Public
Services. There is also a folder for All Measures All
Modules. These are all of the delivered reports in Director’s
Station. Each of these reports has links to the appropriate
drill-down lists and contains all of the available dimensions
and measures.

Public Access Analysis — This folder is delivered empty. In
previous releases it used to contain the report designed to
access your OPAC data.

Site Management — This folder is used by administrators to
administer Director’s Station users, groups and access.

My Folder — Use this folder to organize customized reports,
alerts, links, and documents.

S3SirsiDynix

T M=

/ Director’'s Station Dashboard Eens -

SwiftCharts Active Available Holds

SwiftMeters
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Director’s Station Overview

The Popout Menu bar contains the following icons:
Icon  Description

| Home — Click this icon at any time to return to your
15 Dashboard.
—1| Manage Menu — Allows users in the Administrators Group
E to upload, organize, and manage public documents and
“ reports. (This icon is hidden from users not in the
administrator group.)

Manage My Folder — Allows you to upload, organize, and
manage your private documents and reports.

(4
% Log Off — Click this icon to exit Director’s Station. If you

use the ﬂ to close the window, you will not immediately
clear the session; it will remain active until it expires.

|
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My Director’s Station Dashboard

Whenever a user is logged in to Director’s Station, he is
associated with a personal Dashboard that is also called a
SwiftView. When a user is first created, he will have a blank
template SwiftView. The administrator will determine what
SwiftViews are available to each user.

When you select a SwiftView, any report links you may have
created on My Director’s Station Dashboard will be overwritten

with the selected SwiftView links.

To select a SwiftView
1. Loginasanew user.

I@Henu - |
2.  Hover over .

3. Scroll down to Select SwiftView:

& o .
GSirsiDynix My SwiftView o

Select SwiftView 3

SwiftLinks
General Save Swiftview
Administrators =) save suften
Directars '

(Blank) @I My Swiftview

%]

SwiftHelp (Blank)
DIRECTOR'S STATION HELP
Getting started with Director's Station
My Folder
Waorking with Dashboards
Using Reports
Reports Overview

GiSirsiDynix

2]

4.  Click the name of a SwiftView (e.g. Directors).

The SwiftViews listed are determined by the group assigned to
the user by the administrator.

5. Click Copy SwiftView To / My SwiftView:

. |
August 2008
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Director’s Station Overview

oy 2 4 - q g
$SirsiDyniX Directors Director's Station Dashboard
m
SwiftLinks SwiftCharts Active Available Holds Select SwiftView b
SwiftReports U
[F] all Acquisitions Measures B My Swiftview Copy Swiftview To 3
[55] Al Activity Measures o
DAH Authority Measures
[5] All Bill Measures
DAH Booking Measures
[ all catalog Measures
[F] all Checkin Measures
» [Z5] All Checkout Measures (Current) Holds
g, DAH Checkout Measures (Historical)
=
g SwiftHelp SwiftCharts Checkouts by Day of Week
&5 DIRECTOR'S STATION HELP 2 400 000
Getting started with Director's Station —
My Folder 2,200,000
Working with Dashboards —
Using Reports 2000000
Reports Overview 1,800,000
1,600,000 m
1,400,000 r_ﬁ
400,000
200,000
% Sunday | Monday | Tuesday | Wednesday | Thursday | Friday | Saturday

6. Click Yes to save the template My SwiftView.
A message displays indicating that you may continue working.

7. Log out and back in to confirm the SwiftView
Dashboard change and to make changes to the new
SwiftView.

The SwiftView is now associated with the new user. All changes
made to the SwiftView from this point forward are saved to the
user’s personal Dashboard.

August 2008 11
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Changing the Panel Layout

To Select a Panel Layout

IMenu - |
1. Hover over .

2. Click Panel Layout:

| )
& SirsiDyniX My Director's Station Dashboard

&iSirsiDynix

3B

SwiftLinks

SwiftReports

EIAH Acquisitions Measures

[F Al Activity Measures

[E] all Authority Measures

[E] Al Bill Measures

[F] all Booking Measures

[F] All Catalog Measures

[F all Checkin Measures

EIAH Checkout Measures (Current)
[Z] All Checkout Measures (Historical)

SwiftHelp
DIRECTOR'S STATION HELP
Getting started with Director's Station
My Folder
Working with Dashboards
Using Reports
Reports Overview

SwiftCharts

i PanelLayout...

Active Available Holds Select Swiftview b

Holds

B save swittview
Copy Swiftview To 3

@ Delete Current SwiftVie:

SwiftMeters

Barred Users

3. Select one of the seven panel options given.

The more panels you use, the longer it takes to launch.

.1
==

I_“JIJIJ
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Director’s Station Overview

4. The appearance of the Dashboard changes:

$SirsiDyniX My Director's Station Dashboard e

SwiftLinks SwiftCharts Active Availa...
SwiftReports

[=5] all Acquisitions Measures
DAH Activity Measures
DAH Authority Measures
[Z] Al Bill Measures Holds
DAH Booking Measures
[ Al catalog Measures

. SwiftHelp
[F] all Checkin Measures o ' 5 u
IRECTOR'S STATION HELP
» [Z5] All Checkout Measures (Current) Getting started with Director's Statior
g. DAH Checkout Measures (Historical) %or’:l?ilrfezwith Dashboards
Working with Dasnboards
@ All Hold Measures Using Reports
2
Eeports Overview
% [ZF] All OPAC Measures Reports Qverview
[F] All Request Measures
[F] All Reserve Measures
[Z]All Serials Measures SwiftMeters Barred Users
[F] all User Measures
El

|
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Changing the Panel Content

To Change the Panel Content
1. Click on the desired panel to expand it:

$SirsiDyniX My Director's Station Dashboard ol

Active Available Holds +

Active Available Holds

3 SirsiDynix

[ N

= xr;a:j.!ﬂame

; Stior
E
é
Holds
&
B

2. Click the down arrow in the top left corner of the panel.

A list of panel types appears:
@ @Manu

$SirsiDyniXx My Director's Station Dashboard

Active Available Holds
= ]

SwiftCh

S = Active Available Holds

I Intransit
Il Not Available

Helds

3. Click on a different panel name in the list.

The new panel appears in the expanded view:

14
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Director’s Station Overview

$SirsiDynix My Director's Station Dashboard Enenu

5
5 [ 2 s ! e
B urenu s Save As Brint E-Mail Design Reload Info

All Acquisitions Measures

Fiscal Cycle: Account Number: Fundecyc Library: Fund Level 1: Fund Level 2: 4
[ [ (i A [a A [a [ [a g
Fund Level 3: Fund Level 4: Wendor: Vendor Group 1: Vendor Group 2:
[an [] [an [+] [Au [+] [An [+] [Al [-]
Vendor Group 3: Order Type: Title Catalog Format: Place of Publication: Language of Title:
3 [an [] [an [+] [Au [+] [An [+] [All [-] gtior
8 Call Type: Browse Call Number: Dewey Call Number: LE Call Number: Date Loaded: b
- RE [ [ A [ A [ [ [ g
63 Date Received: Date Paid: Date Ordered: Holding Code: HLDC Library:
[an [=] [an -l [an -] [an [=] [ai [ v
Measures
Fund Amount Amount Amount
Budgeted Encumberad Invoiced Cash Balance Free Balance Amount Paid Fundings Paid <
@ Al 983,588.45 106,849.49 33,124.48 235,213.58 95,239.61 748,374.87 622,404,214
lfé CALV_ANF_DVD 1,155.00 1,115.63 .00 1,123.02 7.39 31.98 31.9¢ P

CALV_CALV_A_ATC

|~

| >

[ [P

4, Clickm at the top-right corner of the panel or
anywhere outside the expanded panel to collapse the
panel back to the Dashboard:

$SirsiDyniXx My Director's Station Dashboard e

SwiftLinks SwiftReports All Acquisiti...
SwiftReports

EIAH Acquisitions Measures

[Z5] Al Activity Measures

EIAH Authority Measures Bl 2
[Z] Al Bill Measures

EIAH Booking Measures

[F] all catalog Measures

[ All Checkin Measures

EIAH Checkout Measures {Current)
EIAH Checkout Measures (Historical)
[F] all Hold Measures

[ZF] All OPAC Measures

EIAH Request Measures

[ All Reserve Measures

[Z] all serials Measures

[F all User Measures

£3SirsiDynix

£

& [

8 an !

SwiftHelp

DIRECTOR'S STATION HELP
Getting started with Director's Statior
My Folder
Working with Dashboards
Using Reports
Reports Overview

SwiftMeters Barred Users

August 2008
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My Folder

You upload, organize, and manage documents and reports from
Manage My Folder in Director’s Station. My Folder is a personal
folder that no other person can access without your username
and password. All of your information regarding personal
reports, charts, meters, and emails are saved here, as well as
other possible links.

By default Manage My Folder contains a My Folder folder and
an Email subfolder.

Manage My Folder

Adding Items

To add a new item to My Folder

I
1. Click the Manage My Folder icon I_
bar at the lower-left corner of the window.

in the popout

The Manage My Folder window appears:

= Manage My Folder - Windows Internet Explorer E||E|E|
£ | http: 192,150,149, 88)DirectorsStationy8ibookmarks , aspx v

“To create an item, click on [ My Folder
the ""Add ltem™ button. To edit or
delete an item, select the item and
click Edit or Delete.”

[ Add Item
( Edit

[ Delete

[ Close

Done [# €D mnternet H100% v

August 2008 17
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2. Click Add Item.
The Add Item window appears:

/= Add ltem - Windows Internet Explorer |'._||E|E|
£ | http://192,150,149 88/ DirectorsStation'8)_menu_add, aspx?u=81365nInpspS32s »
Links Folders Documents

Mame:

In Folder:

| My Folder b

[ Local Link

URL:

Description:

L Save
! Close

Dione [ €D Internet F00% -

3. Choose a tab to begin adding items:
Links — Add internal and external hypertext links
Folders — Add subfolders for organizing reports
Documents — Add any type of document

In addition, you can add items by saving a report, chart, or meter
to My Folder.

To add a new folder to My Folder
1. From Add Item, click the Folders tab.
2. Enter a Name for the folder.

3. Indicate whether the item will allow anonymous access.

Allow Anonymous means that the folder will be available before
logging in to Director’s Station. If the user clicks open the
Popout menu in the initial Director’s Station login screen, he will
see those items saved as anonymous. Each level of the link,
including the Category, must also be set to Allow Anonymous.

18 August 2008



4. For In Folder, use the drop-down list to select the
folder or subfolder where you want the folder to be
stored.

5. Click Save.

Top level category folders are managed in Manage Categories.
There is no limit to the number or depth of subfolders that can be
added within a category.

To add a new link to My Folder
1. From Add Item, click the Links tab.
2. Enter a Name for the link.

3. For In Folder, select the folder or subfolder where you
want the link to be stored.

4. Check Local Link if the link is to a local document, not
aweb link.

5. Enter the URL for the link.

A local link includes the drive letter and path to an individual file
on the Director’s Station server. The path should include the
Director’s Station root directory:

C:\Program Files\SwiftKnowledge Inc\SwiftknowledgeV8\SKWeb

Folders of .html files can be retained for linking. A Web link
requires an http:// prefix.

6. Add a Description if desired.
7. Click Save.

To add a new document to My Folder
1. From Add Item, click the Documents tab.
2. Enter a Title for the Document.

3. For In Folder, select the folder or subfolder where you
want the document to be stored.

4.  Select the document Type, such as Excel, Word,
PowerPoint, or Other from the drop-down list.

Any type of file can be selected. The type indicates what icon
will be used on the menu. The icon is displayed next to the type
when a type is selected. If you set the type for a Word document
to an Excel spreadsheet, the type will be corrected to display the
Word icon, and the document will open correctly.

5. Use the Browse button to select a file on your local
machine.

|
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When uploading documents it is easiest to start by selecting the
File since other fields will auto-populate based on the file
information. To fill this field, type the path and file name or
browse to the file you wish to upload. The Title and Type will
then auto-populate.

6. Add a Description, if desired.
7. Click Save.

All uploaded documents are transferred over the Internet and
stored in the MSSQL DirectorsStationV8 application database.
Administrators may want to limit the users who can upload
documents since it may have an effect on bandwidth use and
disk space. A loading box appears while the document is being
loaded. The time to load documents is directly related to the size
of the file and the speed at which the data is transferred. If you
are uploading a large file during a high traffic time, it may take a
significant time to load.

If the original document is updated, this does not effect the
uploaded version. If you need to update the uploaded version,
you will need to upload the updated version.

Editing Items

When editing links it is important to know that all of the menu
items are considered to be "links." Once created in the menu,
they are all edited in the same way.

The link information is displayed and can be changed. As a
general rule you should not edit the URL for any items. Editing
these URLs will likely cause the link to stop working. Changing
the type of link has no effect other than changing the icon
displayed:

1. Click the Manage My Folder icon.

2. Click My Folder to display the items that may be
edited.

3. Select one of the items.

The properties display in the white space.
4. Click Edit, and make the desired changes.
5. Click Save.
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Deleting Items
1. Click the Manage My Folder icon.

2. Click My Folder to display the items that may be
deleted.

3. Select the item to be deleted.
The properties display in the white space.

4. Click Delete.

5. Click OK to confirm.

Deleting a subfolder automatically deletes all the links within
that subfolder.

Storing Items

My Folder data can grow quickly and become cluttered and
disorganized. You should use the Add Item / Folders option to
create a logical structure for organizing your saved links, reports,
charts, meters, and documents:

@ [ About SirsDyni @
i ' - ”
E S / Director's Station Dashboard
r - Active Available Holds
[ Sitef | G http://192. 150.149. 88/ DirectorsstationV8/bookmarks. aspx g
Oy
| My Folder
P Baned Users
[ EMals ©) Add ltem - Mozilla Firefox
\ | ] | http:j{152.150.149.88/DirectorsStation¥dj_menu_sdd. aspx?u=4n04n76q31 1 7
Links || Folders || Documents
x Mame:
|- Circulation Reports|
% Add Ttem | - In Falder:
= D — My Folder ~
k) Edit [add Ttem] [ Allow Anonymous
Delete = Save
Close |
Done
% Close
Done —

Read 192.150.149,55

|
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Sorting Items

You can relocate the links in My Folder or subfolders by
dragging the links to where you want them in the Manage My
Folder window. As you drag a selected report across the My
Folder structure hierarchy, the report is highlighted and a green
bar displays where the report will be dropped. If you are
dropping into a subfolder, the folder will open when the item
being dropped is properly positioned:

All Checkout Measures (= My Falder

(Historicall)

Sent on: 7/24/2008 5l Barred Users Mster
reporting. asox Yid=c48a4bf-096cd- Checkouts by Day of 'eek

4e68-Ba82-03f6e2305513

[T E-Mailz

My Profile

& SirsiDynix

(0N

L Add Item
[ Edit

L Delete

L Close

You can use My Profile to change your name, e-mail address, or
password:

%% My Profile

First Mame: Last Mame:

|Acministratar |[system

E-Mail Address:

|[youremail@youribrary.arg |

Change Password (optionaly
New Password:

Affirm Password:

Save | [Cancel

22
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Reports

Director’s Station is delivered with an All ... Measures report
template (e.g. All Cataloging Measures) for each Symphony
module. Use these All ... Measures templates to create your own
custom report views.

Delivered Reports

Collection Analysis

The Collection Analysis category includes the All Measures All
Modules folder which contains all of the reports designed to
access your library’s data. Additional folders are available for
you to categorize your public reports:

4| 2 About SirsiDynin

Doemension ¢ Director's Station Dashboard

[ Collection Analysis
[ Library Administration

[ Technical Services Analysis

@Menu

SwiftCharts Active Available Holds

[T Public Services Analysis

& Al ules
D Al Acquisitions Measures
[] i vctivity Measures
D Al duthority Measures
(5] il Measures
[ & Booking Measures
[] 0 Catalog Measues
D Al Checkin Measures urrent)

[5] AN Checkout Measures  istarical)
[Careent]

E] All Checkout Measures
[Historical]

[ i Hold Measures L T
[ anarac Measures '} 2500 s
[ AllRequest Measures ) o oot
[Z] Al Reserve Measures ,S / 5)
[Z] anSerials Measures ‘.‘-f 500 3.50( '\.‘
[ user Measures i \
[

[ Public Access Analysis L oo oo :‘

[T site Management /

[ My Folder T~

Holds

SwiftMeters Barred Users

E5SirsiDynix

or's Station

[P 3
|

|
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The following modules are mapped for analysis in Director’s
Station:

Academic Reserves
Acquisitions
Authority Control
Cataloging
Circulation
Materials Booking
Requests

Serials Control

The reports found in the All Measures All Modules area of the
Popout Menu can also be found in the SwiftReports tab in the
SwiftLinks panel on the Dashboard and on the SwiftReports
panel pull-down list.

Public Access Analysis

Public Access Analysis is available for you to save reports
derived from the All OPAC Measures report, which contains
information about e-Library searches:

| Ewen Save Saue Az Print E-Mail De;gn Reload Info
SirsiDynix
All OPAC Measures
Search Date: Day of Week: Hour of Day: Hit Counts: Library:
[an [] [an ERED [] [an ERED [
Source: H
o Meazures
Z searches lirees | imbanofiies | peroserdy | saesies
=
E a2 an 509,315 144,519,048 284 94,011 ~
r»g & Browse 11,673 4,689
1 8 Author 1,347 862
& other 121 49
& periodical 31 24
& series 125 98
@ subject 3,418 1,909
& Title 6,631 2,625
@ search 497,642 144,519,048 290 93,331
& Author 75,532 2,751,160 36 31,461
@ Genaral 248,447 81,321,436 327 70,034
@ other 20,742 15,020,004 724 #,338
@ & periodical 514 371 1 289
5 & series 5,172 429,127 83 3,160
@ Subject 28,741 7,408,501 258 13,112
?ﬁ @ Title 118,454 37,588,449 317 43,644 ™

24
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Dimensions and Measures

Each report is comprised of Dimensions and Measures that allow
the user to customize the content of the report.

Dimensions are values through which you can see your data.
They are typically Symphony policies or dates used in your
records. Dimensions appear in rows or columns in reports, or at
the top in a dimension pool:

& FEwenu Teo Save As Print E-Mail Ds;//ign Reload Info
SirsiDynix
All Checkout Measures (Historical)
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April: &
L H A H A H A H A A
Dimensions | EYaune vay: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep:
[an ERE ERE ERE ERE -
FY Nov Oct: FY Dec Nov: Station Library: Day of Week: Hour of Day:
[an ERE ERE ERE ERE - 2
\ﬁ( s
X
1; Item Library . Total Pen:ent. of Cheackout Reserve Patron
a Circulation Circulation Checkout Item Resarve Renevals Staff Renawals Renewals Use Iten
=
é @ an 255,100 103,771 8,167 65 12,379 124,119 ~
@ ALCOHOL 323 0.13% 127 13 27 156
ALCOHOL/MJ 91 0.04% 39 8 44
ALEXANDER 137,463 53.88% 55,123 1,662 5 5,875 73,021
ANNEX 1,193 0.47% 431 60 702
ART 3,133 1.23% 1,458 1,146 3 500 26
CAMDEN 25,186 9.87% 9,920 1.676 32 1,743 10,238
CHANG 2,488 0.98% 1.062 242 4 a7 1,083
CHEMISTRY 1,310 0.51% 483 26 a1 760
'ri DANA 22,351 8.76% 9,255 457 2 1,456 9.050
DOUGLASS 16,608 6.51% 6,500 620 1 733 8,748
IEI HUNGARIAN 31 0.01% 24 7
% KILMER 9,154 3.59% 3,250 786 6 371 4,740 )
LSM A3 >

To collapse or expand the display of the dimensions in the
dimension pool, hover over the line separating the dimension

pool from the report area and click and drag the == symbol.
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Measures is a special dimension that contains humeric values
that give you a count, total, average, or percentage. Measures
never appear in rows, only in columns or in the dimension pool:

] - ) i
Save As Print E-Mazil Reload Info
All Checkout Measures (Historical)
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April: 2
[an [] [an [] [an [] [an [] [an [ £
FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep:
[an ERE ERE ERE ERE -
FY Nov Oct: FY Dec Nov: Station Library: Day of Week: Hour of Day:
[l =] [an =] [an =] [an =] [an - 3
Measures ~
b= R (e " total Percent of Checkout Reserve Patron
s‘ Circulation Circulation Checkout Item Resarve Renevals Staff Renawals Renewals Use Iten
z
@ & an 255,109 103,771 8,167 65 12,379 124,119 -~
ﬁ ALCOHOL 323 0.13% 127 13 27 156
ALCOHOL/MI 91 0.04% 39 8 a4
ALEXANDER 137,463 53.88% 55,123 1,662 5 5,875 73.021
ANNEX 1,183 0.47% 431 60 702
ART 3,133 1.23% 1,458 1,146 3 500 26
CAMDEN 25,186 9.87% 9,920 1.676 32 1,743 10,238 -
CHANG 2,488 0.58% 1,062 242 4 97 1,083
CHEMISTRY 1,210 0.51% 483 26 41 760
Fé DANA 22,351 8.76% 9,255 457 2 1,456 9,050
DOUGLASS 16,608 6.51% 6,500 620 1 733 8,748
IEI HUNGARIAN 31 0.01% 24 7
% KILMER 9.154 3.59% 3,250 786 & 371 4,740 4
LSM i I l
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Creating Reports

The delivered reports can be used as-is, or they can be used as a
starting point to create your own customized reports.

To create a report

1. From the Dashboard, click one of the All ... Measures
report templates in the SwiftReports tab in the
SwiftLinks pane. A report like this appears:

5[5\!2 EEVE..AS Print E-Mail Design Reload In\'fu
All Checkout Measures (Historical)
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April: 2
[al [ [an [ [an [ [an [ [an [ |
FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep:
[an [] [an ERED [] [an [] [an -]
FY Nov Oct: FY Dec Nov: Station Library: Day of Week: Hour of Day:
[an [] [an ERED [] [an [] [an -] 3
Measures
x
I S Ay Total Percent of Chedkout Reserve Patron
s Circulation Circulation Checkout Item Reserve Rensvals Staff Renavals Rensvals Use Iten
B
@ & an 255,109 102,771 8,167 65 12,379 124,119 -~
ﬁ ALCOHOL 323 0.13% 127 132 27 156
ALCOHOL/NI 21 0.04% 33 8 44
ALEXANDER 137,463 53.88% 55,123 1,662 5 5,875 73,021
ANNEX 1,193 0.47% 431 60 702
ART 3,133 1.23% 1.458 1.146 3 500 26
CAMDEN 25,186 9.87% 2,920 1,676 3z 1,743 10,238 W
CHANG 2,488 0.98% 1,062 242 4 97 1,083
CHEMISTRY 1,210 0.51% 483 26 41 760
ﬁé DANA 22,351 8.76% 9,255 457 2 1.456 9,050
DOUGLASS 16,608 6.51% 6,500 620 1 733 8,748
'; HUNGARIAN 31 0.01% 24 7
% KILMER 9,154 3.99% 3,250 788 8 371 4,740 b
LsM 3] | H

2. Click on a dimension in the dimension pool that you

want to use in the report:

Save As Print

E-Mail Design

Reload

[i)
Info

All Checkout Measures (Historical)
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April: a
[an -] [an -] [an -] [an [ [an -
FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep: b |
[ A [ A [ A [ A [ g
FY Nov Oct: FY Dec Nov: Station Library: Day of Week: Hour of Day:
[a A [m g A (& gl
User Access: | Reserve Desk: _ Dewey Call Number: LC Call Number: _ PBrowse Call Number: <
» Measures
£ o
é‘ ey L SmEen Ty Total Percent of Checkout Reserve Patron
[l . Circulation Circulation Checkout Item Reserve Renewals Staff Renewals Rensvals Use Iten
@
%) 2 Al 255,109 102,771 8,167 65 12,379 124,119 A
ALCOHOL 323 0.13% 127 13 27 156
ALCOHOL/N] 91 0.04% 39 8 44
ALEXANDER 137,463 53.88% 55,123 1,662 5 5,875 73,021
ANNEX 1,193 0.47% 431 &0 702
ART 3,133 1.23% 1,458 1,146 3 500 26 .
CAMDEN 25,186 9.87% 9,920 1,676 32 1,743 10,238
CHANG 2,488 0.98% 1,062 242 4 97 1,083
L CHEMISTRY 1,310 0.51% 483 26 41 760
llg DAMA 22,351 B8.76% 9,255 457 2 1,456 9,050
|E- DOUGLASS 16,608 6.51% 6,500 620 1 733 8,748
% HUNGARIAN 31 0.01% 24 7 v
KILMER < | e

|
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Drag the dimension you want to display to either the
rows or columns area in the report.

To replace an existing dimension with the dimension
you have selected, position the new dimension over the
existing dimension so two double arrows display.

If two single arrows display, you can insert the new dimension
before (to the left of) or after (to the right of) the current
dimension. Only when two double arrows display can you swap
the dragged dimension with the current dimension:

Sirsi Dynix

s

&

B [P

@Manu

ve

Save Save As Print £-Mail ) Reload Info
SirsiDynix
All Checkout Measures (Historical)
~
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April:
[an [-] [au [-] [an [-] [an [] [an ]
FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep:
[an [=] [an [-] [an [-] [an [] [an [
FY Nov Oct: FY Dec Nov: Station Library: Day of Week: Hour of Day:
[ A [ [ E [~ [ [a [
User Access: Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: v
Measures
=
SR IRy Total Percent o Checkout Reserve Pat
B - Circulztiol Circulatiol Checkout Item Reserve Renews| I Staff Renevals Renewa Is Use Iten
S An 255,100 102,771 8,167 65 12,370 124,119 -
ALCOHOL a5z 0.13% 127 13 27 156
ALCOHOL/NI a1 0.04% 35 ] aa
ALEXANDER 137,463 53.88% 55,123 1,662 s 5,875 73,021
ANNEX 1,193 0.47% 431 60 702
ART 2,122 1.22% 1,458 1,148 2 s00 26
CAMDEN 25,186 9.87% 9,920 1,678 22 1,742 10,238
CHANG 2,488 0.98% 1,082 242 4 a7 1,083
CHEMISTRY 1,210 0.51% 483 26 a1 760
DANA 22,351 8.76% 9,255 457 2 1,456 3,050
DOUGLASS 16,608 6.51% 5,500 620 1 733 &,748
HUNGARIAN E3 0.01% 24 7 ]
KILMER < >

When you have positioned the new dimension so two
double arrows display (to replace existing dimension),
unclick to release the new dimension.

It will replace the existing dimension in the report area. The
original dimension is moved back to the dimension pool area:

SirsiDynix

i)

[N i

@Manu

Save Save As Print E-Mail D s’\gn Reload Info

SirsiDynix

All Checkout Measures (Historical)

PY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April: el
[ A [a [ [ B [ B [ B

FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep:

(3 H [ H [ H [ H [ H

FY Nov Oct: FY Dec Nov: Item Library: Day of Week: Hour of Day:

[ o [ [ [ o o [ g

| Reserve Desk: | Dewey Call Number: | LC Call Number: | Browse Call Number: v

User Access:

eeeeeee

T Total Checkout Res Patron

Station Library Girculatio Checkout Item Reserve Reneval Is Staff Renevals  Reneva Is Use Item
a Al 505,143 232,240 15,424 110 22,625 223,758 10,986 7
< >
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6. Click either the All or the @ next to the All to expand
the member list:

; F 7]
2 Menu Save Save As E-Mail Design Reload Info
All Checkout Measures (Historical)
~
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April: =
[ A [a [ [ [ [ [ [ &
FY June May: FY July June: FY Aug July: EY¥ Sep Aug: FY Oct Sep: |
[an [=] [an [-] [2n [ [an [7] [an [
FY Nov Oct: FY Dec Nov: Item Library: Day of Week: Hour of Day:
[an ERED [-] [an [-] [an [-] [an [
User Access: Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: v
e Measures
5
; otal Percent of Checkout Reserve Patron
? Station Library Circulation Circulation  Checkout Itam Reserve Renevals Staff Renevals Renevals Use Iten
@
(&} e Al 505,143 232,240 15,424 110 22,625 223,758 -
ALCOHOL 223,924 44.33% 329 2z 222,572
ALEXANDER 108,367 21.45% 96,411 3,244 12 8,699
ANNEX 641 0.13% 633 a
ART 10,5632 2.09% 7.385 2,811 6 261
‘CAMDEN 28,044 5.55% 18,235 2,461 56 2,867
CHANG 5.144 1.02% 4,163 610 4 267 b |
CHEMISTRY 1,573 0.21% 1,434 77 62
DANA 31,627 6.26% 23,662 1,027 1 2,176
I DOUGLASS 19,350 3.83% 17,363 873 4 1,010
E KILMER 10.620 2.10% 8,336 1,032 4 1,248
% LSM 20,844 4.13% 17,404 455 5 2,980 hal
MATH < | >
! 5] 4 o
& fenu Save Save As E-Mail Design Reload Info
All Checkout Measures (Historical)
. ~
FY Jan Dec: FY Feb Jan: FY March Feb: EY April March: EY¥ May April: -
[an ERED [-] [an [-] [an [-] [an [
FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep: p |
[ A [a [ [ B [ B [ B
FY Nov Oct: FY Dec Nov: Item Library: Day of Week: Hour of Day:
[an [=] [an [-] [2n [ [an [7] [an [
User Access: Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: -
e Measures
5
; Total Percent of Checkout Reserve Patron
? Station Library — Circulation  Checkout Itam Reserve Renevals Staff Renevals Renevals Use Iten
- & Fiter s:anu%hrary .
ﬁ @ an 505,133 232,240 15,424 110 22,625 223,738 :
ALCOHOL 223,934 44.33% 339 23 223,572
ALEXANDER 108,367 21.45% 96,411 3.244 12 8,699
ANNEX 841 0.12% 633 2
ART 10,563 2.09% 7.385 2,811 6 361
CAMDEN 28,044 5.55% 18,235 2,461 56 2,867
CHANG 5,144 1.02% 4,163 610 4 267 b |
CHEMISTRY 1,573 0.21% 1,434 77 62
DANA 31,827 6.26% 23,662 1,027 1 3,176
IE DOUGLASS 19,350 3.83% 17,363 973 4 1,010
E KILMER 10.620 2.10% 8,236 1,032 4 1,248
% LsM 20,844 4.13% 17,404 455 El 2,980 i)
MATH < | gl

A list displays with a Levels tab and a Members tab.
8.  Use the Levels tab to select or deselect all of a level.

9. Use the members tab to select or deselect certain
members within a level.

When you are working on the Members tab and the dimension is
on the row, you need to collapse the All level to change the
member list from All to None or back again.

|
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& [ Al

@ [ Al

o [ Al

[E 21

Indicates that if you were to expand All, all of the
members will be selected by default.

Indicates that if you were to expand All, none of the
members will be selected by default.

Indicates that if you were to expand All, some of the
members will be selected, but not the All member.

Indicates that if you were to expand All, some of the
members will be selected, as well as the All
member.

& Fwen S[avl'e Eovz A Print E-Mail Bieszm Reload Info
All Checkout Measures (Historical)
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April: 4
[an [] [an ERE [ [an [ [an -
FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep: T
[an ] [an =] [an [ [an [ [an -]
FY Now Oct: FY Dec Nov: Item Library: Day of Week: Hour of Day:
[ B [a ] [ SN H [a g
IUSEr Access: - IRESENE Desk: - PEWE Call Number: ) ILC Call Number: ) ‘BTDWSE Call Number: v
| Tomoie
§ Levels | Members
& reant of Checkout Resarve Patron
B 5 @A A feulation Checkout Ttem Reserve Rensvals Staff Renewals Rensvals Use Tten
@
& ALCOHOL 232,240 15,424 110 22,625 223,758 »~
ALEXANDER 44.33% 339 23 223,572
ANNEX 21.45% 96,411 3,244 iz 8,699
ART 0.13% 633 8
CAMDEN 2.09% 7,385 2,811 6 361
CHANG 5.55% 18,235 2,461 56 2,867
CHEMISTRY b 1.02% 4,163 610 4 367 h
Dana 0.31% 1,434 77 62
| DOUGLASS £.25% 23,652 1,027 i 2,176
& KILMER 2.83% 17,382 572 4 1,010
LsM 2.10% 2,335 1,032 4 1,248
% MATH M 4.13% 17,404 455 5 2,980 v
| ==l | >

10. Click OK.
The new report appears:

|
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[E] =] ) G (1]
& Wenu Save Save As Print E-Mail Design Relozd Info
All Checkout Measures (Historical)
-
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April: &
[all [ [an [ [an [ [an F] [an & s
FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep: D
[an =] [an =] [an =] [an ERE -
FY Nov Oct: FY Dec Nov: Item Library: Day of Week: Hour of Day:
[an =] [an =] [an =] [an ERE -
User Access: Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: o~
x Measures
5
Total Parcent of Checkout Resarve Patron
7 Station Library Circulation Circulation  Chackout Ttam Resarve Renevals  Staff Renswals  Renevals Use Ttan
@
[ 2 Al 255,100 103,771 8,167 65 12,379 124,119 6
ALEXANDER 49,173 19.28% 42,094 1,378 8 3,915 1
ART 5,176 2.43% 4,107 1,324 4 731
DANA 15,220 5.97% 10,696 463 3 1,928 2
LSM 10,176 3.99% 7,895 345 12 1.924
|
=
]
% ] i | 3

Notice that the All total is the total for all the members, even
though you had excluded some.

11. To exclude the total line in the report area, click in the
box next to the name of the dimension to filter the
member list and deselect the check box next to All:

J [z el i O [
Save Save As Brint E-Mail Design Reload Info
All Checkout Measures (Historical)
- N A~
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April: =
[an [-] [an [-] [an [-] [l [] [an = =
FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep: b |
[an [] [an =] [an [ [an [ [an -]
FY Now Oct: FY Dec Nov: Item Library: Day of Week: Hour of Day:
[an [] [an ERE [ [an [ [an -
User Access: Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: w
v 1T ™ T T ™ T ™ v
N
E Levels | Members
§ reent of Checkout Resarve Patron
i 5 @A A teulation Checkout Ttem Reserve Renevals Staff Renewals Renevals Use Tten
&
(<} ALCOHOL 103,771 8,167 65 12,379 124,119 6
ALEXANDER 19.28% 42,094 1,378 ] 3,915 1
ANNEX = 2.42% 4,107 1,334 4 731
ART 5.97% 10,696 463 3 1,928 2
CAMDEN 3.99% 7,895 345 12 1,924
CHANG
CHEMISTRY =
DANA
DOUGLASS
) KILMER
= LSM
MATH ~|
Bl o | ]

12. Click OK.
The new report appears, without the total line:

|
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5 [ ] L = ) (i}
ﬁ Menu Save Save As Brint E-Mail Dezign Reload Infe
All Checkout Measures (Historical)
A
FY Jan Dec: FY Feb Jan: F¥ March Feb: FY April March: FY May April: —
[an [] [an =] [an [ [an [ [an -]
FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep: B
[an [-] [an [-] [an [] [l [] [an B
FY Nov Oct: FY Dec Nov: Item Library: Day of Week: Hour of Day:
[ [] [an =] [an [ [an [ [an -]
User Access: Reserve Desk: Dewey Call Number: LC Call Number: EBrowse Call Number: v
v Measures
3
Total Barcent of Checkout Reserve Library Us
v Bistonllibrony Girculation Girculation Checkout Item Reserve Renevals Staff Renevals Use Item Transactio
@
& ALEXANDER 48,172 15.28% 42,094 1,378 e 2,915 1,778
ART 6,176 2.42% 4,107 1,324 4 731
DANA 15,220 5.37% 10,638 483 2 1,328 2,130
LsM 10,176 2.39% 7,835 245 12 1,924 1
5
B @ 5

To include more than one dimension in a report

1.  Click the dimension in the dimension pool that you
want to use and drag it to the rows or columns area in
the report where you want it to display.

2. Toinsert the new dimension above (before) or below
(after) the current dimension, position the new
dimension over the existing dimension so two single
arrows display to the left (before) or right (after) of the
current dimension:

7 =] Ir el ; 7]
& Emen Save Save As Print E-Mail Design Relozd Info
All Checkout Measures (Historical)
~
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April: =
[an -] [an =] [an =] [an ERE -]
FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep: T
[an -] [an =] [an =] [an ERE -]
FY Nov Oct: FY Dec Nov: Item Library: Day of Week: Hour of Day:
[al [] [an [] [an - EEEE (4 T
User Access: Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: v
o Measures
€ +
§ Statiof Total Percent of Checkout Reserve Library Us
4l Day of Wesk Circulation Circulation Chackout Ttem Reserve Renewals Staff Renavals Use Ttem Transactio
@
ﬁ ALEXANDER 49,173 19.28% 42,094 1.278 =] 3,915 1.778
ART 6,176 2.42% 4,107 1.334 4 731
DANA 15,220 5.97% 10,696 463 3 1,928 2,130
LSM 10,176 3.99% 7,895 345 12 1,924 1
UE|
&
(& @ 5

|
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3.

Release the new dimension.

It appears above (if dropped to the left) or below (if dropped to

the right) of the original dimension, as you selected:

&;SirsiDynix

@ F R

5] I

Save As

) o
Print E-Mail Relozd Info

Design

All Checkout Measures (Historical)

The new

Click in the check box next to the name of the new

dimension to filter the member list.

Deselect the check box next to All.

Click OK to automatically expand the member list

under each library.
report appears:

FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April:
[an [ [an [] [an [-] [an [ [an [+
FY June May: FY July June: FY Aug July: FY Sep Aug: FY Oct Sep:
[an [] [an [] [an [-] [an [] [an [+
FY Nov Oct: FY Dec Nov: Itern Library: Hour of Day: User Access:
[an [] [an [+] [an [-] [an [ [an &
Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: Title Catalog Format:
Station Library s
Day of Week Total Checkout Reserve Library Use
Circulation Chackout Itemn Reserve Renevals Staff Renewals Use Itemn Transactions
ALEXANDER
All 48,173 42,094 1,278 8 2,915 1,778 42
ART
All 6176 4,107 1,324 4 731 1
DANA
All 15,220 10,696 4632 32 1,928 2,120 11
LSM
All 10,176 7.895 245 12 1,924 1,722

I

3

&3SirsiDynix

=

(i)

Save Save As

i L]
Print E-Mail Design Reload Info

All Checkout Measures (Historical)

FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April:

[ H [ H [ o [ H [ g

FY June May: EY July June: FY Aug July: FY Sep Aug: FY Oct Sep:

[an [ [an [] [an [-] [an [ [an [+

FY Nov Oct: FY Dec Nov: Itemn Library: Hour of Day: User Access:

[an [ [an [+] [an [-] [an [ [an [

Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: Title Catalog Format:

Station Library Mezzures
Day of Week Total Percent of Checkout Reserve
Circulation Circulation Checkeout Itemn Reserve Renevals Staff Renevals Use Item
ALEXANDER
Sunday 3,998 B8.13% 3,593 154 5 246
Monday 8,497 17.28% 7,027 292 1 733 444
Tuesday 8,864 18.03% 7.667 228 2 822 345
Wednasday 8,311 18.54% 7,613 295 1,076 327
Thursday 8,465 17.21% 7,404 218 507 336
Friday 6,901 14.03% 5,959 i28 489 325
Saturday 3,137 6.38% 2,831 63 242 1
ART
| Sunday 301 4.87% 154 138 s

Menday 973 15.75% 857 254 82
Tuesday 1,161 18.80% B48 274 1 38
Wednesday 29l |

(E3

3

Library Us
Transactio

-

2
£

You can use this same technique to add multiple dimensions to

columns.
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To limit a dimension in the dimension pool

Another way to further customize your report is to limit a
dimension in the dimension pool. While in the dimension pool,
the default is set to look at all members of all dimensions. To
limit a dimension:

1. Click the down arrow to the right of a dimension:

5] &3 1 g (1]
ave Save As E-Mail Design Reload Info
All Checkout Measures (Historical)
- A~
Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: Title Catalog Format: =
[an [-] [an [-] [an [-] [l [] [an =
Date Title Created: ‘Year Published: Language of Title: Place of Publication: Call Type: 3
Al ERE =] [an [ [an [ [an -] |
Date Copy Created: Item Category 1: Item Category 2: Item Type: Current Location:
[ ) [ B C S (v T
Home Location: Item Price: User Profile: User Category 1: User Category 2: v
T ™ ™ T T ™ T ™ v
.’E‘ Station Library [CzEE=s
g [ Levels || Members |
a Day of Week Total Barcent of = Library Us
§ Girculation Circulation Checkout Item = @A Altem Transactio
(2 ALEXANDER ARCHIV 9 A
Sunday 3,998 8.13% 3,593 CAMOES 1
Menday 2,497 17.28% 7.027 CAREER = 444 =
Tuesday 2,864 18.03% 7.887 CASSET 345
Wednesday 5,311 18.94% 7,613 C-p1sc 327 =
Thursday 2,465 17.21% 7.404 pIsc 336
Friday 5,301 14.03% 5,353 poc 325
Saturday 3,137 6.38% 2,831 DocLh 1
ART DOCLUS
e Sunday 301 4.87% 154 DOCMFILM
i Monday a73 15.75% 657 pochl
% Tussday 1,161 18.80% B48 DOCREF ~
—— =] ]

When you are viewing member lists in the limit pool, you can
use the All checkmark to turn all of the members on or off
without having to expand and collapse:

3 Z) 1] ] D) ;
& HEuenu Save Save As Print E-Mail Design Reload Info

All Checkout Measures (Historical)

Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: Title Catalog Format: &
(a1 [ [ [ [ [ [ [ [ g

Date Title Created: Year Published: Language of Title: Place of Publication: Call Type: 3
[ [ [a F (A B (A ] (& g |

Date Copy Created: Item Category 1: Itemn Category 2: Item Type: Current Location:
fa B [ A fa D fi—

User Category 1: User Category 2:

Home Location: Item Price: User Profile:

=

..’E‘ Station Library Me=mr=s
Levels Members
§ Day of Waak Total Percent of = Library Us
a Circulation Circulation Checkout Item 8 Han #lftam Transactio
@
G ALEXANDER ARCHIV A 2
Sunday 3,998 8.12% 3,593 CAMOES 1
Monday 8,497 17.28% 7,027 CAREER = 444 =
Tuesday 8.864 18.03% 7,667 CASSET 345
Wednasday 9,311 18.94% 7,613 ©-DISCT 327 =
Thursday 8,465 17.21% 7,404 DISC )
Friday 5,901 14.03% 5,959 poc 325
Saturday 3,137 6.38% 2,831 pocLHl 1
ART DOCLUS
=
) Sunday 301 4.87% = DOCMFILM
i3 Menday 973 15.75% 657 Docr
% Tuesday 1,161 18.80% 848 DOCREF ~

i~
|w

Wednesday

.|
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2. Select as many dimensions in the list as you want to
limit by.

3. Click OK:

Save Save As E-Msil Design REiae Info
All Checkout Measures (Historical)
Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: Title Catalog Format:
[an [] [an =] [an [ [an [ [an -]
Date Title Created: ear Published: Language of Title: Place of Publication: Call Type: E
[an [] [an ERE [ [an ERED E ||
Date Copy Created: Item Category 1: Item Category 2: Item Type: Current Location:
[an ] [an [ [an )
IHmme Location: - IItem Price: - }Jser Profile: - 'Us_er Category 1: - pser Category 2: - ~
&
x e Measures
E =y Levels Members
_S_ Day of Week Total Barcent of Library Us
1 Circulation Circulation Checkout Item Alttem Transactio
@
& ALEXANDER = &
Sunday 3.998 8.13% 3,593 7
Monday 8,457 17.28% 7,027 = aaa =
Tuesday 8,854 18.03% 7,657 345
Wednesday 9,311 18.94% 7,613 327 =
Thursday 8,455 17.21% 7,404 336
Friday 6,901 14.03% 5,959 325
Saturday 3.137 6.38% 2.831 1
3 ART
=) Sunday 301 4.87% 154
i Monday a7z 15.75% 657
% Tuesday 1,161 18.80% B48 DOCREF ~
Wednesday = 2
The selected members display in the dimension pool and the data
in the grid reflects the selections. Notice that when limiting is
done in the dimension pool, the totals only tally those members
selected:
= ) | ) ]
& Fwenu Save Save As Print E-Mail Design RE‘Iuad
All Checkout Measures (Historical)
Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: Title Catalog Format: &
[an [] [an =] [an [ [an ERET -]
Date Title Created: ear Published: Language of Title: Place of Publication: Call Type: E
[l -] [an [] [an -] [an ] [an [ g
Date Copy Created: Item Category 1 Item Category 2: Item Type: Current Location:
Al [] [an [+ [aun [-] [arcHIv, casseT, c-D..[+] [an -]
Home Location: . Item Price: _, User Profile: . User Category 1: ., User Category 2: - ~
.E Station Library Me=siizs
é‘ Day of Wask Total Percent of Checkout Reserve Library Us
2 Circulation Circulation Checkout Item Reserve Renevals Staff Renewals Use Item Transactio
@
& ALEXANDER [ |}
Monday 856 21.44% 213 2 435
Tuesday 508 15.88% 273 1 228 =
Wednesday 511 16.70% 197 314
Thursday 552 18.05% 225 1 326 L |
Friday 724 23.67% 400 3 321
Saturday 8 0.26% 7 1
ART
3 Monday 3 12.00% 2 1
=) Tuesday 8 32.00% 8
i Wednesday 3 24.00% 3
% Thursday 4 16.00% 3 1 >
Friday ] u | &

|
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Title Lists in Reports

An embedded feature of Director’s Station allows you to
display detailed lists that are associated with the values in
the cells selected. Lists are available in reports created from
most of the cubes. Refer to the Online Help for information
about each of the lists that are available.

List Copies by Total Circulation

To create a title list

1. From the Dashboard, click an existing report such as All
Checkout Measures (Historical).

You can use a delivered report or one that you have created from
one of the delivered reports.

An Administrator can create new reports by browsing the cube
and saving the result as a report. However, any report that is
created this way will not contain links to detailed lists.

All Checkout Measures (Historical) and All OPAC Measures
require you to select a date prior to selecting a detailed list.

2. If you are using All Checkout Measures (Historical) or
All OPAC Measures, or if you want to only get details
for a specific date range, select a date or dates in any one
of the FY or calendar year dimensions:

I = 2
& Fwenu Save Save As Print E-Mail Design Reload Info
SirsiDynix
All Checkout Measures (Historical)
~
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April:
- A - A - A - A &
Al B [ -] [an [ [an [ [an -]
Levels || Members FY Aug July: FY Sep Aug: FY Oct Sep:
] [an [ [an [ [an [
L Al Station Library: Day of Week: Hour of Day:
@ @ zo008 | [an [] [An [+] [au &
Dewey Call Number: LC Call Number: Browse Call Number: v
x
c
>
=3 ercent of Checkout Reserve Patron
fal irculation Checkout Item Reserve Renewal Is Staff Renewal Is Reneval Is Use Tten
a
&G 102,771 8,167 65 12,370 124,119 ~
0.13% 127 13 27 156
0.04% a9 [ 44
53.88% 55,123 1,662 s 5,875 73,021
0.47% 431 60 702
1.23% 1,458 1,146 8 s00 26
CAMDERN 25,186 9.87% 9,920 1,676 32 1,743 10,238
CHANG 2,488 0.98% 1,062 242 4 97 1,083
CHEMISTRY 1.310 0.51% 483 26 41 760
e DANA 22,351 8.76% 9,255 457 2 1,456 9,050
5| DOUGLASS 16,808 £.51% 6,500 620 1 732 2,748
% HUNGARTAN 21 0.01% 24 7 ~
KILMER < Ed

. |
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3. Highlight one or more data cells by positioning your
cursor at the upper-left corner of the cell at the beginning
of your selection and dragging it to the lower right
corner of the cell at the end of your selection.

The Select menu appears.
4. Click the List Copies by Total Circulation selection:

AL
Save Save As E-Mail Design Reload Info
All Checkout Measures (Historical)
. ~
FY Jan Dec: FY Feb Jan: FY March Feb: FY April March: FY May April: e
[2008 [ [an [] [ann [] [ann [] [ann [+]
FY June May: Y July June: FY Aug July: FY Sep Aug: FY Oct Sep: T
[an [-] [an [-] [an [-] [an [-] [an [-]
FY Nov Oct: FY Dec Nov: Station Library: Day of Week: Hour of Day:
[an [] [ann [] [ann [] [an [] [ann [+]
User Access: Reserve Desk: Dewey Call Number: LC Call Number: Browse Call Number: v
x Measures
E
§ T e Total Percent of Checkout Reserve Patron
ol J Circulation Circulation Checkout Item Reserve Renevals Staff Renevals Renevals Use Iten
o
Sl o an 255,100 103,771 8,167 65 12,379 124,119 ~
ALCOHOL 0.13% 127 13 27 156
ALCOHOL/NI 0.04% 39 8 44
ALEXANDER - .‘ Chart Selection 1,662 5 5,875 73,021
ANNEX 1,193 60 702
Py Create a Meter
ART 32,132 1,146 2 500 26 =
CAMDEN 25,186 |[F] List Copies hy{Stal Circulation 1,678 3z 1,743 10,238
CHANG 2,488 E 500 Most Popliar Titles 242 4 97 1,083
CHEMISTRY 1.310 26 41 760
iz | [F] uist Inhouse Use Titles
DANA 22,351 457 2 1,456 9,050
[ DOUGLASS 16,508 | [ LstLibrary Use Transactens 620 1 733 8,748
% HUNGARIAN 31 0.01% 24 7 o
KILMER & | 2>
Save Save As Prin E-Mail Reload Info
List Copies by Total Circulation
Checkouts and
Renevals Title Author Call Number Itemn 1D Year Published = Date Copy Created
1 12 INVESTIGATING THE SOCIAL WORLD THE PR Schutt, Russell K. HN29.534 2006 39030034455764 2006 09/05/2006 ~
2 7 PSYCHOTROPIC DRUGS A GUIDE FOR THE F Praag, Herman M. - RC483.P7213 19 39030017567639 1978 07/18/1997
3 6 TEEN TIPPLERS AMERICAS UNDERAGE DRINK Columbia Universit HYS135.T43 200: 39030029566249 2002 10/25/2002 4
< 6 INNOVATIONS IN ADOLESCENT SUBSTANCE # Wagner, Eric . RJ506.D78I55 2C 39030017673452 2001 08/07/2002
5 6 CHEMICAL DEPENDENCY OPPOSING VIEWPO: Egendorf, Laura K. HVS825.C437 20 39030033193667 2003 10/29/2004
3 4 CLINICAL HANDBOOK OF CO-EXISTING MENT Baker, Amanda  RC480.5C5537 2 39030033678154 2007 04/26/2007
7 4 TAKING SIDES CLASHING VIEWS ON CONTRC Goldberg, Ray HV5825.T37 yr.1! 35030027565062 1393 01/26/2001
8 4 TAKING SIDES CLASHING VIEWS ON CONTRC Goldberg, Ray HV5825.T37 yr.21 39030031744057 1393 06/29/2005
3 4 TASTES OF PARADISE A SOCIAL HISTORY O Schivelbusch, Wolf; GT2880.53613 1! 39030020176097 1992 07/18/1997
10 3 UPPERS DOWHNERS ALL AROUNDERS PHYSIC. Inaba, Darryl RM332.143 1997 39030025845902 1997 10/01/1998
11 3 UPPERS DOWHNERS ALL AROUNDERS PHYSIC. Inaba, Darryl RM332.152 1990 39030016680573 1990 07/17/1997
12 3 RECKONING DRUGS THE CITIES AND THE AM Currie, Elliott HV5825,C88 199 39030019987868 1993 07/18/1997
13 2 SOBERING UP FROM TEMPERANCE TO PROH: Tyrrell, Ian R. HV5291.T57 23030004374320C 1579 07/18/1997
14 3 BEHAVIORAL TREATMENT FOR SUBSTANCE A Bellack, Alan 5. RCS563.2.B45 200 39030033677768 2007 01/12/2007
15 3 ILLEGAL DRUGS A COMPLETE GUIDE TO THE Gahlinger, Paul M. RCS566.G345 200 39030033406424 2004 03/18/2005 b
16 <_ ‘ i
Dane [% @ Internet H100% -

Detailed lists take more time to load if the selected cells have
large values. Only one hundred entries are listed at a time. You
can page through the list, print to PDF, or export to Excel.

|
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Filtering and Sorting Columns that Display

If you are looking for specific values within the columns of your
report, whether it is an All ... Measures report or a detailed list,
you can filter by column or sort columns by ascending or
descending values.
To filter columns of areport

1. Display a report.

2. Click in an empty space next to the column title.

The menu appears:

© (1}
Save Save As Relead Info

List Copies by Total Circulation
Checkouts and
Ranewals Title R £ail Humber Itam 1D Year Bublished | Date Copy Craatsd
% Filter Columns. ..
1 12 INVESTIGATING THE SOCIAL WORLD TH iS34 2006 39030034495764 2006 09/05/2006 ~
Set Column Colors =
2 7 PSYCHOTROPIC DRUGS A GUIDE FOR T 3.P7213 19 39030017567639 1978 07/18/1997 3
3 & TEEN TIPPLERS AMERICAS UNDERAGE Dl 4 Sort Column Ascending 25.T42 200: 39030029566249 2002 10/25/2002 Ul
] 6 INNOVATIONS IN ADOLESCENT SUBSTAR 5.D78155 2C 39030017673452 2001 08/07/2002
% Sort Column Descending
5 6 CHEMICAL DEPENDENCY OPPOSING VIEW 25.C437 20 39030033193667 2003 10/29/2004
6 4 CLINICAL HANDBOOK OF co-BxasTing| O Remeve Colmn Sort D.5C5537 2 39030033678154 2007 04/26/2007
7 4 TAKING SIDES CLASHING VIEWS ON CONTRC Goldberg, Ray HV5825.T37 yr.1! 39030027965062 1993 01/26/2001
] 4 TAKING SIDES CLASHING VIEWS ON CONTRC Goldberg, Ray HV5825.T27 yr.2i 35030031744057 1993 06/29/2005
B 4 TASTES OF PARADISE A SOCIAL HISTORY O Schivelbusch, Wolfi GT2880.52613 1! 33020020176097 1992 07/18/1997
10 3 UPPERS DOWNERS ALL AROUNDERS PHYSIC. Inaba, Darryl RM332.143 1997 39030025845902 1997 10/01/1998
i1 3 UPPERS DOWNERS ALL AROUNDERS PHYSIC. Inaba, Darryl RM332.152 1990 39030016680573 1990 07/17/1997
12 3 RECKONING DRUGS THE CITIES AND THE AM Curris, Elliott HVS825.C88 195 33030019387868 1993 07/18/1957
13 3 SOBERING UP FROM TEMBERANCE TO PROH: Tymell, Tan R. HV5291.797 39020004374320C 1973 07/18/1997
14 2 BEMAVIORAL TREATMENT FOR SUBSTANCE A Bellack, Alan 5. RCS563.2.B45 200 39020022677768 2007 01/12/2007
15 3 ILLEGAL DRUGS A COMPLETE GUIDE TO THE Gahlinger, Paul M. RC566.G345 200 39030033406424 2004 03/18/2005 hd
e im | >
L3 € mrtsrnet F100% v

3. Click Filter Columns.
The dialog appears:

Checkouts and Renewzls
Title

Author

Call Number

Item ID

Year Published

Date Copy Created
Copy Price

User Profile
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4. Check the columns you want to display, and un-check
the columns you do not want to display:

Checkouts and Renewals
Title

Author

Call Number

Item IO

Year Published

Date Copy Created
Copy Price

User Profile

5. Click OK.

The new report appears:

- ] I 0
Menu Save Save As Brint E-Mail Reload Info
List Copies by Total Circulation
Checkouts and
Renevals Title Author Call Humber Ttem ID “Year Bublished
1 12 INVESTIGATING THE SOCIAL WORLD THE PR Schutt, Russell K. HH29.534 2006 39030034455764 2006 ]
2 7 PSYCHOTROPIC DRUGS A GUIDE FOR THE P Praag, Herman M. RC483.P7213 19 39030017567633 1978 i
3 & TEEN TIPPLERS AMERICAS UNDERAGE DRINK Columbia Universit HYS135.T43 200! 39030029566249 2002
4 & INNOVATIONS IN ADOLESCENT SUBSTANCE # Wagner, Eric F. RIS06.D78155 2C 39030017672452 2001 b |
5 6 CHEMICAL DEPENDENCY OPPOSING VIEWPO! Egendorf, Laura K. HV5825.C437 20 39030033193667 2002
& 4 CLINICAL HANDBOOK OF CO-EXISTING MEN] Baker, Amanda  RC4B80.5C5537 2 39030033678154 2007
7 4 TAKING SIDES CLASHING VIEWS OH CONTR( Goldberg, Ray HV5825.T37 yr.1! 39030027965062 1993
8 4 TAKING SIDES CLASHING VIEWS OH CONTR( Goldberg, Ray HVS825.T37 yr.21 39030031744057 1993
s 4 TASTES OF PARADISE A SOCIAL HISTORY O Schivelbusch, Wolf GT2880.53613 1! 39030020176097 1992
10 3 UPPERS DOWNERS ALL AROUNDERS PHYSIC Inaba, Darryl RM332.143 1997 35030025845502 1997
11 3 UPPERS DOWNERS ALL AROUNDERS PHYSIC Inaba, Darryl RM332.152 1990 39030016680573 1990
12 3 RECKONING DRUGS THE CITIES AND THE AM Currie, Elliott HVS825.C88 199 39030019987868 1993
i3 3 SOBERING UP FROM TEMPERANCE TO PROH: Tyrrell, Ian R. HV5291.T97 35030004374320C 1979
14 3 BEHAVIORAL TREATMENT FOR SUBSTANCE A Bellack, Alan 5. RC563.2.845 20( 39030033677768 2007
15 3 ILLEGAL DRUGS A COMPLETE GUIDE TO THE Gahlinger, Paul M. RCS56.G345 200 39030033406424 2004
16 2 PRUG ARIISE BREVENTION & SCHOOI AN © Wilsnn. Richard W. HUSAZS WS3A 20 39030031544412 3003 L]

|
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|
To sort values within a column

1. Select a report from the Dashboard, or continue working
with the detailed list report.

2. Click in an empty space next to the title of the column
you want to sort.

3. Click Sort Column Ascending or Sort Column
Descending, as desired:

[ o
Wenu Save Save Az E-Mail Relozd Info

List Copies by Total Circulation
Checkouts and
Renevals Title & Fiter Columrs... sll Number ITtem 1D Yaar Published
1 12 INVESTIGATING THE SOCIAL WORLD | Set Column Colors 9.534 2006 39030034495764 2006 ~
2 7 PSYCHOTROPIC DRUGS A GUIDE FOR l83.P7213 19 39030017567639 1978
3 6 TEEN TIPPLERS AMERICAS UNDERAGE || & Smtcmﬁ ghceadng 135.T42 200! 33030023566243 2002
4 6 INNOVATIONS IN ADOLESCENT SUBST) ¥ SortColdminDescending  pe,D78155 2C 39030017673452 2001 1
5 & CHEMICAL DEPENDENCY OFPOSING VI [ Remove Column Sort 825.C437 20 39030033193667 2003
3 4 CLINICAL HANDBOOK OF CO-EXISTING-wewt sarer mnanua———no480.5C5537 2 29030033678154 2007
7 4 TAKING SIDES CLASHING VIEWS ON CONTR( Goldberg, Ray HVS5825.T37 yr.1! 39030027965062 1393
8 4 TAKING SIDES CLASHING VIEWS ON CONTR( Goldberg, Ray HVS825.T37 yr.2! 39030031744057 1393
B 4 TASTES OF PARADISE A SOCIAL HISTORY O Schivelbusch, Wolf GT2880.52613 1! 35030020176057 1532
10 2 UPPERS DOWNERS ALL AROUNDERS PHYSIC Inaba, Darryl RM332.142 1997 39030025845902 1997
11 3 UPPERS DOWNERS ALL AROUNDERS PHYSIC. Inaba, Darryl RM332.152 1990 39030016680573 1390
12 3 RECKOMING DRUGS THE CITIES AND THE AM Currie, Elliott HVS825.C88 199 39030019987868 1393
1z 3 SOBERING UP FROM TEMPERANCE TO PROH: Tyrrell, Tan R. HV5291.T97 39030004374320C 1979
14 3 BEHAVIORAL TREATMENT FOR SUBSTANCE A Bellack, Alan 5.  RCS563.2.B45 20( 39030033677768 2007
15 3 ILLEGAL DRUGS A COMPLETE GUIDE TO THE Gahlinger, Paul M. RC366.G345 200 33030033406424 2004
16 2 NRUG ARLISE PREVENTTON A SCHODI AND ©C Wilsnn. Richard W. HUSR3S.WSR6 DC 26N20N31564414  200R b

4. The new report appears with the column sorted as
specified.

A small up or down arrow * appears next to the title of the
sorted column indicating which column is sorted and whether the
sort is ascending or descending:

Wi
Save Save As E-Mail Reload Infa
List Copies by Total Circulation
Checkouts and
Renevals Title Author Call Number Item ID Year Published
£l 2 000007 TOOLS TO BEAT ADDICTION Peele, Stanton HV4558.544 200 33020033407943 2004 ~
2 1 000057 REASONS HOT TQ DO DRUGS Kirsch, M. M. NC1429.G315A4 39030015747944 1987
3 2 000500 DRUGS THE ALCOHOLIC SHOULD A\ Van Almen, Williarr RM146.V35 1983 39030017682438 1983
4 1 ADAMS FACT BOOK Adams Media Inc  HD9351.]633 YR. 39030035093444 1997 D |
5 1 ADDICT IN THE FAMILY STORIES OF LOSS H Conyers, Beverly HVS132.C645 20 39030033193717 2003
s 1 ADDICTION ASSESSMENT AND TREATMENT W Hilarski, Carclyn  HV1i421.A33 200! 3502003433171 2005
7 1 ADDICTION RECOVERY TOOLS A PRACTICAL Coombs, Robert H. HV4998.433 200 35030031560735 2001
s 2 ADDICTION TREATMENT MATCHING RESEARC Gastfriend, David R RC554.A2913 20 35030033408531 2003
s 1 ADDICTION WHY CANT THEY JUST STOR NE\ Hoffman, John RC565.A32 2007 35030033679004 2007
10 2 ADDICTIONS A COMPREHENSIVE GUIDEBOO! McCrady, Barbara & RC564.M327 199 39030027493583 1993
a1 1 ADDICTIONS AND HATIVE AMERICANS French, Laurence  E98,L7F74 2000 33030027552530 2000
12 1 ADDICTS WHO SURVIVED AH ORAL HISTOR® Courtwright, David HV5825.C68 198 3030015628789 1989
13 2 ADOLESCENT CO-OCCURRING DISORDERS € Hazelden HVS5824.Y6BAZ63 39030034494197 2005
14 2 ADOLESCEWT SUBSTANCE ABUSE NEW FRONT Winters, Ken C.  HV4999.Y68A36 | 39030033678188 2006
15 1 ADOLESCENTS AT RISK FOR ALCOHOL TOBA Wilson, Nance 1550 33020034534731 2000
16 1 ADUIT CHINREN OF &1 COHOITCS. Waititz_ 12nat Garie HUS132 A4 19 390300122A3406 1980 ]

5. To remove the column sort, click in the empty space of
the column title again.
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6. Click Remove Column Sort:

Hlenu Save Save As Brint Reload Info

List Copies by Total Circulation

Checkouts and
Renevals Title 4 Author Call Humber Item ID Year Published

P Filter Columns. ..

1 2 000007 TOOLS TO BEAT ADDICTION 3.P44 200- 39030033407943 2004

Set Column Colors

% Sort Column Ascending
5 1 ADDICT IN THE FAMILY STORIES OF Log| ¥ SortCoumnDescendng | ceys o 3900033193717 2003

O Remove Sort

3

7 1 ADDICTION RECOVERY TOOLS A PRACTICAL Coomb Bert H. HV4598.A33 200 35030031560735 2001
5 1 ADDICTION WHY CANT THEY JUST STOP NE\ Hoffman, John RCS565.A32 2007 39030023679004 2007
11 1 ADDICTIONS AHD NATIVE AMERICANS French, Laurence ES8.L7F74 2000 39030027552530 2000
13 2 ADOLESCENT CO-OCCURRING DISORDERS £ Hazeldan HV5824.Y68A363 39030034434197 2005
15 1 ADOLESCENTS AT RISK FOR ALCOHOL TOBA Wilson, Nance 1860 39030034594731 2000

3]

The report returns to its original appearance:

@Menu = EQ @

Save Save Az Print ail Reload Info

List Copies by Total Circulation
Checkouts and
Rensvals Title Author Call Number Item 1D “Year Publizhad
1 12 INVESTIGATING THE SOCIAL WORLD THE PR Schutt, Russell K. HN29.534 2006 39030034495764 2006 -]
E] & TEEN TIPPLERS AMERICAS UNDERAGE DRINK Columbia Universit HVS135.T43 200. 39030025566249 2002 @
= 6 CHEMICAL DEPENDENCY OPPOSING VIEWPO! Egendorf, Laura K. HV5825.C437 20 39030033193667 2003
7 4 TAKING SIDES CLASHING VIEWS OH CONTR( Goldberg, Ray HVS825.T37 yr.1! 39030027965062 1993
3 4 TASTES OF PARADISE A SOCIAL HISTORY O Schivelbusch, Wolfe GT2880.53613 1! 39030020176097 1992
i1 3 UPPERS DOWNERS ALL AROUNDERS PHYSIC Inaba, Darryl RM332.I52 1990 39030016680573 1990
13 3 SOBERING UB FROM TEMPERANCE TQ PROH: Tyrrell, Ian R. HV5291.797 39030004274320C 1979
15 3 ILLEGAL DRUGS A COMPLETE GUIDE TO THE Gahlinger, Paul M. RCS66.G345 200 39030033406424 2004 8
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Filter Feature in Reports

Another embedded feature in Director’s Station is to filter for
specific dimension members. This lookup is useful when you
have a lot of members in a dimension and you want to find
specific members only.
To use Filter on the rows in reports

1. From the Dashboard, click an existing report.

You can use a delivered report or one that you have created.

2. Click in the box containing the name of the dimension
on the row:

= 5] s e ; 2 ]
@ B wtenu Saus Save At Print E-mail Dacign Reload Info
All Acquisitions Measures
Fiscal Cycle: Account Number: Fundcyc Library: Fund Level 1: Fund Level 2:
[an [ [an [ [an [ [an [-] [an -
Fund Level 3: Fund Level 4: Wendor: Wendor Group 1: Wendor Group 2¢
[an [+] [an [+] [an [+] [an [+] [an &
Wendor Group 3: Order Type: Title Catalog Farmat: Place of Publication: Language of Title:
[an [+] [an [+] [an [+] [an [+] [an [+
Call Type: Browse Call Number: Dewey Call Number: LC Call Humber: Date Loaded:
[an [ [an [ [an [ [an [-] [an -
-)E‘ Date Received: Date Paid: Date Ordered: Holding Code: HLDC Library:
- m o [al H [w H [ Fl [an g
; HLDC Itern Category 1: HLDC Itern Category 2: HLDC Itern Type: HLDC Location:
.‘é [an [+] [an [+] [an [+] [an -
Measuras
Fund Amount Amount A 13
B¥ FiterFund.., |Pdasted Encurnbered Tnuoice. d Gash Balance Free Balance Arnaunt Psid Fundings Paid  Gopizs Orde
@ an 94,970,063.96 3,604,093.53 2,991.20 7,169,145.66 3,472,060.93 $7,800,918.30  £3,035,207.82 an
A4BD 100.00 .00 .00 100.00 100.00
I AsMD 31,100.38 288.05 .00 7,298.59 7,010.54 23,801.79 23,848,998
& SAME 533,80 .00 .00 225,70 225,70 308,10 330,68
ARND 1,452.00 .00 .00 -430.58 -430.58 1,882,952 1,888.20 e
% ARNE < | ] o

A filter box displays.

3. Hover next to the All member and click on the
magnifying glass that displays:

Levels Members

=l ?h =
sk b . 3
AAMD Add Member Filker

Al
AAMD
AANE
AnPD
AP
AARD
AARK,
ABED
AT
ACBD “

. |
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A Member Filter box displays:

al =, 8 [T ) =] ©) [7]
enu 5 Sa Print E-Mail Design Reload Info
All Acquisitions Measures
Fiscal Cycle: Account Number: Fundeye Library: Fund Level 1: Fund Level 2:
[an [=] [an [] [an [=] [an [] [ &
Fund Level 3: Fund Level 4: wendor: wendor Group 1: Wendor Group 2:
[an [-] [an -] [al ERET [] [ &
Yendar Group 3: Order Type: n: Languane of Title:
[an [=] [an Lovels | Members | | [ERED &
Call Type: Browse Call Humbe{ a | Date Loaded:
[an [-] [an [ &1
R
E | Date Received: Date Paid: !
2| [an [-] [an Fiter Chidken OF Member:
b 1 [a
£ | HLDC Item Categary 1: HLDC Itern Categor] |
al [~ [=] [an
(5] where Chidren:
Begins With
s '
Messu |
Fund Arnount
Budgeted Amount Paid Fundings Paid Copies Crde
2 an 94,970,063, 3,472,060.93 87,800,918.30 83,935,297.82 4‘:\
AABD 100.00 i) i) 100,00 100.00 _;‘
AAMD 21,100.38 288.05 .00 7,298.59 7,010.54 23,801.79 23,846,928
AAMK 533.80 .00 o0 225.70 225.70 308.10 330,68
- AAND 1,453.00 i) ) 430,58 -430.58 1,883.58 1,888.20 ol
B AN ] i ] ]

4. Forasingle level dimension, leave All in the Filter
Children of Member box and select the value you want
the children to contain in the Where Children box:

5. Click OK to display the members you selected:

Levels Members

B @A G
MACHT
MACHNT
MACRT
MACRT
MATMA
MATHR
MEMMA,
MDA
MCDHA
MCDRA
MCDRA
MCDSA w|

6. Click OK to accept the filtered values, or continue to
refine the display using the checkboxes next to each
member before you click OK:

=

|
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=

Save Save As

2 ®

Print

Lewvels Members

al G
MACMT
FMACHT

MACPT
MACRT
MATI A
MATHMM
MEM A
MCDMA
MCOMA
MCDRA
MCDRA
MCDSA

>

[

Cesign

The values you select appear in the report:

) (7]
Reload Info

&iSirsiDynix

All Acquisitions Measures

Fiscal Cycle: Account Mumber: Fundcyc Library: Fund Level 1: Fund Level 2:
[an [-] [an [-] [an [-] [an [-] [an [
Fund Level 3: Fund Level 4: Vendor: Vendor Group 1: Vendor Group 2
[ai [ ] [ [ s [ s H
vendor Group 3: Order Type: Title Catalog Farmat: Place of Publication: Language of Title:
[at [ [ [ Lo [ [a [ [ [
Call Type: Browse Call Murmber: Dewsy Call Number: LC Call Mumber: Date Loaded:
[l B [an ] [a [ [an [ [a M
Date Received: Date Paid: Date Ordered: Holding Code: HLDC Library:
[ [ ) [a [ [l [ [at M
HLDC Itermn Category 1: HLDC Itermn Category 2: HLDC Itemn Type: HLDC Location:
[ o Lo o [an [ [an B
Measures
Fund Armount Arnount Arnount
Budgeted Encumbered Invoiced Cash Balance Free Balance Amount Paid Fundings Paid  Copies CGrde
& an 94,970,063.96 3,694,093.53 2,991.20 7,169,145.66 3,472,060.93  §7,800,918.30 83,935,297.82 as
MCDMA 411,324.42 30,809.14 148.62 164,194,794 133,236.98 247,129.68 247,409.47 E‘
MCDHA 296.06 .00 .00 25%9.06 259.06 37.00 37.00
MCDPA 8,022,085 1,317.25 .00 1.,490.95 173.70 6,531.13 £,531.13
MCDRA 1,309.88 .00 00 70.37 F0.37 1,239.51 1,239.51 =l
MEDSA im 3

7. To remove the filter, use the same steps to display the
filter Member Filters box, set the filter to No Filter and

click OK twice:
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@ Flwenu Save Save As Print E-Mail Design Reload Info
SirsiDynix
All Acquisitions Measures
FiEand Fundcyc Library: Fund Level 1: Fund Level 2:
[ [an [] [an [-] [an ]
Lewels || Members
Fi Yendor: Yendor Group 1; Yendor Group 2
He q D [ [an [-] [an [
4 GerAacr Rl ff Publication: _ Language of Title:
| | Al |
[ Fiter Children Of Mernber: | ‘ | | ‘
L] Murmber: Date Loaded:
Al
[} ] [an Il
E [si Wihere Chidren: Code: HLDC Library:
a |: Beins With| | M H |AH H
El H No Filter ocation:
all &
&G Begins With
Coritains
ok] [Cancel
I |
Equals
Fund Amount Amount Amount
Budgeted Encumbered Invoice d Cash Balance  Free Balance  AmountPaid  Fundings Paid  Copies Orde
@ an 04,070,062.06  2,604,002.52 2,001.20  7,169,145.66  3,472,060.02  £7,200,018.30  3,035,207.22 an
MCDMA 411,324.42 30,809.14 148,62 164,194.74 133,236,985 247,129,689 247,409.47
MEDHA 296.06 .00 .00 259,08 259.06 37,00 37.00
& MEDRA 5,022.08 1,317.25 .00 1,490,95 173.70 6,531,13 6,531.13
MEDRA 1,309.88 .00 .00 70,37 70.37 1,239,51 1,239.51 3
% MEDSA P3 S

You can also use the Member Filter in the dimension pool. Just
click the down-arrow to the right of the dimension name to open
the limit box. Hover to the right of the All member and click on
the Add Member Filter magnifying glass to display the Member
Filter box. You must actively select or deselect member
checkboxes to change the filtered values here, but you can
redisplay the Member Filter as many times as is necessary to
look up each member you want to filter by.

To use Value On Filter on data values in reports

1. From the Dashboard, click an existing report.

You can use a delivered report or one that you have created.

2. Click in the column header of the column you want to
filter.

3. Select Filter On Value:

|
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Save Save As Brint E-Mail Design Reload Info

All Catalog Measures

Title Catalog Format: Language of Title: Place of Publication: Title Created By: Date Title Created:

all [] [an [] [an [] [an [] [an [
Title Modified By: Date Title Modified: Date Title Cataloged: ‘ear Published: Call Type:

all [] [an [] [an [] [an [] [an [

ol

Measuras
x Ttern Library oL 4 Tannt call Shadowed Call Shadowed % of Copias to % of Capias
E Total Titles &% Fiker Measures... bers Numbers Total Copies Copies Total Copies Titles
E Al 216,4 Set Calumn Colors 704,813 3,304 773,570 4,321 244
E‘} CHAR_HALL 43,3 e —— sz.560 7z 56,107 &7 7.25% 11
COMMINFO 1 597 1 0.00%
FAIRVIEW 45,1 B Remove Value Fiter |47,349 40 51,009 4z 6.59% 11
La_PLATA 22 4 st Column Ascendng 64,837 3z 68,378 46 8.92% 11
LACKEY_HS 10, 11,806 “ 13,420 “ 1.73% 12 =
LAPLATA_HS 14,4 ¥ Fort Column Descending 15,368 1 17,992 1 2,33% 12
LECMARDTH 61,:’ & Remave Column Sort |ss,sni 43 74,905 &l 9.68% iz
LEXINGTHPK 74,2 Hisrarchy Sort p | 77569 125 32,165 162 11.91% 1z
MEDOMS_HS 17, 18,763 “ 21,275 s 2,75% 12 |
HORTHRT_HS 2,813 E 3,291 292 2,535 303 1.23% 10
POTOMAS 43,941 1e 50,640 20 53,021 2z 6.85% 10
PRINCEFRED 76,371 e 20,658 a6 29,010 157 11.51% 11
SMRLA 6,589 2,223 2,318 2,414 2,291 2,616 1.07% 11
SOUTHERM 29,5976 70 41,450 76 44,223 77 5.72% 114
STONE HS < i | =

A value filter box displays:

ﬁ @Menu = Li.‘ s =)

) pa ] ) o
Save Save As Print E-Mail De=ign Reload Info

All Catalog Measures

Title Catalog Format: Language of Title: Place of Publication: Title Created By: Date Title Created:

Al [] [an [] [an [] [an [] [an [
Title Maodified Biy: Date Title Modified: Date Title Cataloged: ‘Year Published: Call Type:

Al [ [an [ [an [ [an [ [an [

Messures
X Itemn Library shadowed Total Call shadowed Call Shadowed % of Copies to % of Copies
E Total Titles Titles Humbers Nurnbers Total Copies Copies Total Copies Titles
E Al 4,321 244
& CHAR_HALL Filter By: &7 7.25% 11
COMMINFG Total Titles 0.00%
FAIRVIEW 42 £.59% 11
Li_PLATA Wihere: 48 8.92% 11
LACKEY_HS 4 1.73% 12
LAPLATA_HE Mo Filter 1 2.33% 12
LEQHARDTN Equal To 614 2.63% 1z
LERINGTHPE, Less Than 162 11,91% 12
MCDONO_HS Greater Than 5 2,75% il
MORTHPT_HS Between {}_"} 3 2,291 292 2,535 303 1.23% 10
POTOMAC Custside af | 18 50,640 20 53,021 22 6.85% 10
PRINCEFRED Ton 88 20,658 96 29,010 157 11,51% 11
SMRLA IEUttDm |2.zz3 8,318 2,414 8,291 2,616 1.07% 11
SOUTHERM FYTYTE 70 41,450 76 44,223 77 5.72% 1106
SToNF s I | ]

e

Select an operation in the Where box.
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5. Enter a value in the box if it is presented.

(o]

. Apply to all levels:

al = = e pd = 0 (1]
henu Somo Bowrn B Print E-Mail Boston Reload Info
All Catalog Measures
Title Catalog Format: Language of Title: Flace of Publication: Title Created By: Date Title Created:
[ ERED -] [an [] [an [] [an [-]
Title Maodified By Date Title Modified: Date Title Cataloged: Year Published: Call Type:
[a A [ R A (& ElED g
Measures
x Itern Library Shadowed Tatal Call Shadowed Cll Shadowed % of Copies to | % of Copies
5 Total Tides S Titles Nurmbers Hurnbers Tetal Copies Caopies Total Capies Titles
S
£ @ Al 4,221 244
'ﬁ' CHAR_HALL Filter By: a7 7.25% 11
FAIRVIE Total Titles 42 6.55% 11
La_PLaTA 48 202% 11
LACHEY_HS Where: 4 1,73% 13
LAPLATA HS Greater Than ~ | 45000 1 2.33% E |
LEONARDTHN anply_to_levels: [% 614 3.68% 17
LEXINGTNPK alevels 162 11,91% 12
MCDOND_HS s z,75% 1z
NORTHPT_HS 303 1.23% 10
FOTOMAC 48,341 1z 50,640 20 53,021 22 6.25% 1l
- FRINCEFRED: 76,371 L a0,658 36 59,010 157 11,519 11
;
4= SMRLA 5,989 2,223 7,318 2,414 8,291 2,618 1.07% 11
S SOUTHERN 39,576 0 41,450 76 44,223 77 5. 72% 11
& STONE_HS 14,181 a3 15,181 33 16,364 33 2.12% 11
TWTN REACH L) L | &
7. Click OK to accept the filtered values.
A magnifying glass icon Q displays in the column you filtered
to indicate that there is a value filter applied:
a ) = = s «
| Fmenu Soma Bovn (3o B E-Mail Bostsm Reload Infa

All Catalog Measures

Title Catalog Formnat: Language of Title: Place of Publication: Title Created By: Date Title Created:

Lo [ Lo H L= [ Lot H Lo g
Title Modified By Diate Title Modified: Date Title Cataloged: ‘Vear Published: Call Type:

La ) [ H [ ) [ H (s F

&

Measures
x Itern Library Shadowed Total Call Shadowed Call Shadowed % of Copies o % of Copies
E Total Titles & Titles Nurnbers Nurnbers Total Copies Copies Total Copies Titles
g
E @ an 316,481 2,786 704,813 2,394 773,579 4,321 244.4
:ﬁ. CHAR_HALL 49,303 54 52,560 73 58,107 a7 7.25% 112«
FAIRVIEW 45,306 33 47,349 40 51,008 4z 6.59% 112,¢
LA_PLATA 62,318 1z 64,837 32 68,978 48 2,92% 1106
LEOMARDTH 61,152 23 63,501 43 74,905 814 3.68% 122«
LEXINGTHPE. 74,277 101 77,569 125 92,165 162 11,91% 1240
POTOMAT 48,341 1z 50,640 20 53,021 22 £.85% 108.:
PRINCEFRED 76,371 88 50,658 98 53,010 157 11.51% 116.°
WALDORF 84,577 112 88,163 119 95,311 123 12,32% 112.¢
B

E[F

il |

[~
%

|
August 2008 47



Director’s Station End User Training Guide
|

=

Save

ﬁ' Menu

all Catalog Measures

Title Catalog Format:

Save As

Language of Title:

8. To remove the filter, use the same steps to display the
Value Filters box, set the filter to No Filter, and click
OK:

=
(1Y)

Reload

L] w
Print Design Info

Flace of Publication: Title Created Boy: Date Title Created:

[an [] [an [+] [an [] [an [+] [an
Title Madified By Drate Title Modified: Date Title Catsloged: ear Published: Call Type:
[ [-] [an [] [an [-] [an [] [an -] ¥
Measuras
£ Itern Library Shadowed Total Call Shadowed Call Shadowed % of Copies to % of Copies
g Total Titles & Titles Humbers Mumbers Total Copies Copies Total Copies Titles
=
£ 2 all 4,321 244.4
a
&G CHAR_HALL Filter By: a7 7.25% 112.¢
FAIRVIEYW Total Titles 4z £.59% 1125
La_PLATA 48 2.92% 110.¢
LEONARDTN Where: 14 2.68% 122.¢
LEXINGTMPE Mo Fitter] . 162 11,91% 124.C
POTOMAC Mo Filter {b 22 £.85% 108,
PRINCEFRED Equal To 157 11,51% 116.%
WALDORF Less Than 123 12.32% 112.¢
Greater Than
Between
Outsice of
Top
£
Bottom
% < i} I |
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Reports Toolbar

When working within a report, a toolbar displays that may be
used to manage your customized report:

Icon

[

Save A=

aul
-
=]
"

1 [

]

E-Mail

Degmn

Reload

Info

[ [H

Description

Save — Allows you to save modifications to a report in
My Folder and/or your Dashboard. A message
displays indicating that the report has been saved and
you can continue working.

Save As — Allows you to save the report to My Folder
and/or your Dashboard. You will be prompted to load
the new report or to continue working on the existing

report.

Print — Allows you to set attributes such as paper size
and layout, or set security on the produced document.
Prints the report to a pdf file.

Email — Allows you to email a report link to another
user. The person wishing to view the report must have
a Director’s Station login. A copy of the report is
automatically saved to the My Folder/Emails folder of
the user that emailed the report. The user that receives
the email can then save the report to his folder.

Design — Allows you to choose, arrange and apply
desired dimensions, filters, calculations, and other
options prior to running the query. This allows for
reports to be created and manipulated in a “batch
mode” without running queries after each user action,
cutting down the time to create a report and the load
on the server. The Design mode is the default page
displayed when accessing new cubes or can be
accessed by clicking the “Design” icon from any
existing report.

Reload — Allows you to return to the last saved
version of the report, including the page layout and
report settings.

Info — Allows you to display information about the
report including the date refreshed, which is the last
time the cube was processed.
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These same icons, along with the options shown below, can be
accessed through the Menu at the top-left corner of the report:

@ME”V Save Save As Print -Mail D. Reload Info
| @ el »
B save
[ save ns., a
Language of Title: Place of Publication: Title Created By: Date Title Created:
B rrine. =R ERED ENE [ [a [
13 emall.. Date Title Modified: Date Title Cataloged: “fear Published: Call Type:
< [an < [an [+ [an [+] [an [+ v
[/ Report Settings...
Report Filers essures
[ Design...
x
£ Calculator... 3 Shadowed Total call shadowed Call Shadowed % of Copias to % of Copias
2 Total Titles Titles Hurmbers Humbers Total Copies apies Total Copi Title
7 Pae Layaut..
= 2,067,205 23,840 3,535,237 28,797 3,649,669 37,359 17 &
A | [ Lavout Templates
L5} 8,858 zo 10,575 20 12,323 21 0.34% 13
Edit Report 1,680 s 1,748 10 1,949 11 0.05% 11
1,117,342 11,506 1,380,177 13,246 1,387,992 19,376 F8.03% 1z
Wiew Query
111,605 41 227,972 100 227,970 10z £.25% 20
Relaad Report 68,034 552 79,772 612 82,859 404 2.27% 1z
CAMDEMN 251,283 z,028 302,705 z,080 311,923 1,837 B.55% 1z
CHANG 15,082 292 34,273 310 24,573 263 0.95% 22
CHEMISTRY 7,218 55 16,204 EE 16,340 28 0.4 5% 2z
DANA 239,948 2,675 333,040 2,885 355,823 4,076 9.75% 14
5 DOUGLASS 147,626 1,011 164,482 1,055 169,738 935 4,657 11
HUNGARIAN 10,551 34 32,612 e4 33,565 ] 0.92% 31
= Jnzz 9,349 25 10,016 25 10,308 18 0.30% 11
%] KILMER aTa N
- < >

Report Settings — Contains two tabs. The General tab
allows you to display or hide empty data. It also
allows you to determine how subtotals will be
displayed. The Layout tab allows you to display or
hide elements of the window such as the panel menu
and borders, the toolbar, or the organization bar.

Report Filters — Allows you to display and manage
any of the report filters you have in play, either in the
member lists (dimensions and measures), or in the
values (cell data).

Calculator — Allows you to add MDX queries to
create calculations or calculated members.

Page Layout — Allows you to manage the display of
the dimension pool, the chart pane, or the report grid.

Layout Templates — Allows you to select a different
panel layout for the report. Nine options are available.
F indicates the Filter (dimension) pool location. G
indicates the report Grid location. C indicates the
graphic Chart location.

Edit Report — Allows you to view and edit the report
XML.

View Query — Allows you to display the MDX query
that is being sent to Analysis Services.
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Saving Reports

To save a report

Typically you create a new report by starting with one of the All
... Measures reports, or a report derived from one of these
reports. If a report is created by browsing a cube, it will not have
any of the options for producing detailed list reports. You can
click Edit Report and modify the XML to permit reports created
by browsing the cube to allow the detailed lists.

1. Once you have accessed a report and modified it to

create a new report, click 4||SA on the toolbar or

Save As in the menu.

The Save As dialog appears. If you are not an administrator, the
Save As dialog looks like this:

Save As

Report Marme:
all Catalog Measures

Subtitle:

Save in Folder

# [T bty Falder

Main Cutput Type:
Grid ¥

Add to SwiftLinks

2. Enter a new Report Name.

3. Enter an optional Subtitle if you want to have more
information.

4.  Accept My Folder or a subfolder in My Folder as the
default selection for Save In Folder.

5. Select a Main Output Type.

|
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This allows you to control the icon that displays alongside the
report name in the SwiftView and Menus. The options are Chart
or Grid. Some reports have only one option for selection. If both
the chart and the grid are selected in the Page Layout, you can
select either as the main output type.

6. If you want the new report to appear on your Dashboard
under SwiftAnalysis, choose Yes for Add to
SwiftLinks.

7. Click OK to save the report.

To save a report as an administrator

1. Once you have accessed a report and modified it to

o

create a new report, click *_1 on the toolbar or

Save As in the menu.

The Save As dialog appears. If you are an administrator, the
Save As dialog looks like this.

Save As

Report Marme:
All Catalog Measures

Subftitle:

Save in Folder Director's Station Da; =
+ [T My Folder
H [T About SirsiDynix
H [ Documertstion
+ [ Collection Analysis
[ Public Access Analysis
+ [ Site Management

Main Cutput Type:
rid »

CLock Report

2. Enter a new Report Name.

3. Enter an optional Subtitle if you want to have more
information.

|
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4.  Accept My Folder or a subfolder in My Folder as the
default selection for Save In Folder or navigate to one
of the Public folders or subfolders.

5. Change tabs to Director’s Station Dashboard.

6. Select My SwiftView to save to the Administrator’s
personal Dashboard.

All of the groups that the administrator belongs to are displayed.
By selecting the group names, the administrator can save the
current report to all of the selected Dashboards:

Zave As

Feport Marme:
all Catalog Measures

Subtitle:

4= der Director's Station Dashboard

My S if e
] administrators
Ol pirectors

Ll Template

Main Cutput Type:
i3rid »

O Lack Report

This does not save the report to the individual users’ My
Director’s Station Dashboard.

The Main Output Type allows you to control the icon that
displays alongside the report name in the SwiftView and Menus.
The options are Chart or Grid. If the Page Layout contains only
one, it is the only option for selection. If both the chart and the
grid are selected in the Page Layout, you can select one or other
as the main output type.
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7.  Select the Main Output Type you desire for this
report.

8. If you wish, select Lock Report to prevent other users
from making changes to this report.

The user to "last modify" a report may overwrite the report
regardless of the report’s lock status.

9. Click OK to save the report.
Printing Reports

To print a report

1. View or create a report, and click |pﬁ“‘ on the toolbar
or in the Menu.

The Page tab displays by default:

Page Security

Report Mame: |f-\|l Catalog Measures
Drientation

® automatic

. D Partrait

D Landscape

Paper Size: | Letter {8 1/2 » 11 inch) b

2. Enter the name that you want to be associated with the
printed report in the Report Name field.

This does not change the name of the report in the Director’s
Station.

3. Accept Automatic in the Orientation box.

Automatic will select the best format for the data. You can
override this by selecting a specific page orientation option.

4. Accept the default Paper Size or select one of many
paper size options.

5. Select the Security tab to display security options:
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Page Security

Dencrypt Docurment

Password: |
Allowy Printing < allow Text Copy
Allow Screen Readers

6. Select the security options you prefer.

If Encrypt Document is checked, a password is required to
view the report or any saved PDF created from the report.
Checking additional security options allows you to prevent a
document created from the report from being printed, copied and
pasted, or screen printed.

7. Click OK to print the report to PDF:

i
@ A
@ i
=]
£
L All Catalog Measures
Item Library Total Titles Shadowed Titles Total Call Shadowed Call Total Copies Shadowed
Numbers Numbers Copies
[ALEXANDER 1.117.343 11.508 1.380,177) 13.248 1.387.082 18,378|
[ART 88,034 552} 79,772 612 82,850 404
[CAMDEN 251,283 2,028 302,705 2,060| 311,023 1,807]
[CHEMISTRY 7.218] 55| 18,204/ 68 16,340 28]
HUNGARIAN 10.561] 3 32,812 B4 33.565 5]
Alrrd 8,345 25 10,018 25 10,808 18
MATH 33,084| 1835, 58,403 300 57177 il
H MEDIA 0,608| 243 11,826| 203 11,726 148
I MUSIC 80,627 1.499 99,238 1.860 105.683 601
PHYSICS 11.214] 70 28,001 88 23.740 41
)
T
]
£
£
]
H
=
)
T
]
£
E
=]
G
Page 10f2
"

The last page of the PDF report provides information about the
source of the report:
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‘ Pages

I Commerts \l\ Aftachments

REpar Name: Al Catalog MEaeUrss

Rerested Visonzsday, June 25, 2008 E27 AM
Last hoded: Frigay, June 27, 2008 505 AM
Last ModRed By: Sysiem, Admivsiralor
Appliad Filers Ang Sos: Hone.

All Catalog Measures

~

8. If you wish to keep a static PDF version of the report for

lE Save a Copy

future reference, Click

9. Open the PDF document and use the File / Print option
there to print the report.

E-mailing Reports

Your administrator must configure the Email options in Manage
Settings for emailing to work.

To e-mail areport

1. View or create a report, then click |E'”a” on the toolbar
or Email in the Menu.

Director’s Station displays the following message:

*

This action will create a copy of the current repaort, and then open your default e-mail client
with a link to the copy, Would you like to continue?

fest || mo |

Clicking Yes here puts a copy of the report you are emailing into
your My Folder / Emails folder, and opens email so you can
send the report link. Clicking No cancels the email process
without saving a copy of the report or sending a link to the
report.
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2. Click Yes to email the report.
Your email application opens and displays a link to the report.
3. If desired, add any additional text to the email.
4.  Add the email address(es) of the recipient(s).
5. Send the email.

Any user accessing this report through the e-mailed link must
have a valid Director’s Station login and password. If the
recipient clicks Save, he will be prompted to save the report into
his own My Folder.

If a user does not have access to Director’s Station, you can still
save the report to PDF and email it as an attachment.

Design
Use Design to control the display of individual reports.

To use the designer

1. View or create a report, then click :==*1 on the toolbar
or Design in the Menu.

The Design dialog appears:

@ B anu Refreshed: Wednesday, June 25, 2008 8:27 AM
Save Save As Print E-Mail Design Reload Info
% Available Hisrarchies: tsmCatalog Drcp Filtsr Fizlds Hers ~
Al 3% Title Catalog Format || 3 Language of Titls 2 Place of Publication || 38 Title Crastad By
Tit s, Date Title Created B8 Title Modified By i, Date Title Modified || Date Title Catsloged
Al
Titf s, vear Published i call Type s, Browse Call Humber | |34 Dewey Call Number
il
&, LC call Hurmber 8 Itern Type 8 Itern Category 1 8 Itern Category 2
8 Home Location B current Lacation s, Ttarn Price Copy Resarus Status
E 4, Date Copy Created || 44, Date Copy s, Date Last Checked | |3 Itemlib Category 1 a 5
A R a &
. b - 2 -
@ Drop Row Fislds Here Drop Colurnn Fislds Here
@ 75
23 Item Library e | [l M= ssures I
‘ 77 ‘ B
B 72
B 72 E
s 4
E 73 310 34,573 263 0.95% 22
04 BE 16,340 28 0.45% 22
40 2,885 355,823 4,076 9.75% 14
B2 1,055 169,738 935 4.65% 11
8 1z 64 33,569 53 0.32% 31
F i1e 23 10,508 1is 0.30% 11
= P 28 1,075 145,036 995 2.97% 11
e 0 1,871 300,520 5,760 8.23% 16
MaTH

In the delivered All ... Measures reports, all of the Available
Hierarchies are displayed in the Drop Filter Fields Here box at
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the top, because all of the available dimensions are displayed in
the default reports.

2. Drag any of the filters that you do not want to display on
your designed report back into the Available
Hierarchies box in the left-most column:

@ . Refreshed: Wednesday, June 25, 2008 8:27 AM
Menu Save Save As Print E£-Mail Design Reload Info
“ir+| Available Hierarchies: ItemCatalog — — — = e
o 28 Title Catalog Format | [ Language of Title 81 Place of Publication | [, Date Title Craated
al| 8 current Locstion N
itle Created By
&4 Date Title Cataloged || #4 Year Published 8 call Type &4 Browse Call Number
itle Modified By - . - -
ate Title Modified
4 Dewey Call Number || LG Call Humber Bf ttern Type 88 1tern Category 1
88 1tern Category 2 85 Home Location s, Ttern Price 8 Copy Reserve Status
4 Dste Copy Crested || 43 Dats Copy s, Date Last Checked || 88 Ttemlib Cstegary 1
Inuentoried Cut:
8 Tternlib Category 2 || 38 Iternlib Category 3
x H H | B
3 v ps
=
[« 5 BT
A Crop Row Fields Here Crop Column Fields Here
(5] L3
88 Ttemn Library b | W] Measures b
d £
[z
i 7z E
o= B
£ &l 310 34,573 z63 0.95% ot
o4 66 16,340 26 0.45% 22
o 2,885 255,823 4,076 2.75% 14
lez 1,055 169,738 935 4.65% 11
- I hz a4 33,565 5 0.32% 31
ol B e 25 10,808 18 0.30% 11
z »
i ] 2] 1,075 145,038 395 3.97% 11
# 0 1,871 300,520 5,760 8.23% 16
MATH

In the Drop Filter Fields Here box, you can click on any of the
dimensions to see the available members. You cannot limit
members here.

3. Drag and drop dimensions and measures to the Drop
Row Fields Here or Drop Column Fields Here boxes
where you want them to appear in your report.

4. If needed, filter members of report dimensions in either
the Drop Row Fields Here or Drop Column Fields
Here boxes by clicking on the dimensions.

5. When all desired dimensions, measures, and filters are in
place, click OK at the bottom of the Available
Hierarchies.

6. Review your new report and make any further changes
that may be needed.

7. Once perfected, print, email and/or save your report for
future use, as needed.

It is faster to use the Design option when creating complicated
reports, because the query is not sent to the server until you have
completed your selections.
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Calculator

Use the Calculator to achieve more detailed results based on
calculations on individual fields.

Keep the following information in mind when you are deciding
to use the calculator:

e The values created by the calculator do not appear in any
report other than the one in which they were created.

e Itis possible to copy and paste values into the text box
between reports.

e The code that is created is MDX and any valid MDX can
be used in the text box.

In previous versions, the practice of grouping dimensions
together using the calculator was popular.

Example:

The following item types would be added together for a single
JUVENILE group:

JUV-BOOK
JUV-AV
JUV-MAG
JUV-CD
JUV-KIT

This practice is virtually obsolete in this new version for the
following reasons:

e If you have the dimension on the row, it is possible to
subtotal selected members so that you can obtain a total
for a specific grouping.

¢ If you have the dimension in the filter pool, it is possible
to select multiple members so you can obtain a limit on a
specific grouping.

These additional factors should discourage this practice:

e You cannot obtain title list for any calculated dimension
member.

e Performance is degraded when calculated members are
used.
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To use the calculator

1. View or create a report, then from the Menu click

El Calculator.

2. Select New to display the Calculator dialog:

After the initial calculation is created, you also have the option to
Edit or Delete existing calculations.

Measures

>

Call Type

Iterm Type
Itern Category 1

[

Itern Category 2
Title Catalog Format
Copy Reserve Status
Horne Location

Current Location

6 I -+ N - -+ I - - I -+ - I - ]

Language of Title

a

Place of Publication

‘ S

3. Select Measures or the dimension your calculation
relates to.

Available members display:

B Mezszures

>

Total Titles

Shadowad Titles

[

Total Call Mumbers
Shadowad Call Murmbers
Total Copies

Shadowed Copies

% of Copies to Total Copies
% of Copies to Titles

% of Copies to Call Mumbers

%% of Call Numbers ta Titles

‘ S
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4. Click on the first desired member to add it to the
calculation box.

5. Type basic calculation symbols (+, -, *, /) and add other
measure or dimension members (you can also use
parenthesis to force the correct order of operations) to
develop a new calculation measure:

[Measures]. [Total Copies]-[Measures].[Shadowed Copies]

@ Meazures

>

Total Titles

Shadowed Titles

[

Total Call Mumbers
Shadowed Call Mumbers
Teotal Copies

Shadowed Copies

% of Copies to Total Copies
% of Copies to Titles

%% of Copies to Call Murmbers

%% of Call Murnbers to Titles
L |

6. When the calculation is fully defined, click OK to
display the Save box:

[Measures]. [Total Copies]-[Measures]. [Shadowed Copies]

Marme:
.
|N0n—5hadowed Copies
B Measures Location:

Total Titles | Measures ||

Shadowed Titles

Format:
Total Call Mumb T —
Shadowed Call HEEE '
Total Copies D
Shadowed Copigy TR T
% of Copies to Standard
% of Copies to T CUMEnCY
% of Copies to Cal Short Date
% of Call Mumbers Short Time
Percent
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7. Enter a Name for the calculation as you would like it to
display in the report.

8. Select the Location group where the calculation will be
stored.

The location group will almost always be the same dimension
that the members used in the calculation came from.

9. Select the Format of the numeric display.
8. Click Save.
The new measure or dimension appears in the report:

@ Fluen Save Save As Print E-Mail De;’\gn Reload Info
SirsiDynix
All Catalog Measures
Title Catalog Format: Langqusge of Title: Place of Publication: Title Created By Dste Title Created: 4
[an [-] [an =] [an [-] [an =] [an [-]
Title Modified By Date Title Modified: Dste Title Cataloged: “ear Published: Call Type:
Lo (o [ Lo [ Lo [ Lo g a
c Measures
% 0 LEET Total capies | Eoper: (| " mpras =
5
2 = an 3,649,669 37,359 ~
;E ALCOHOL 12,323 21 12,302
[5) ALCOHOL/N 1,943 11 1,938
ALERAMDER 1,387,992 19,376 1,368,616
AHNEX 227,970 102 227,888
ART 22,853 404 82,455
CAMDEN 311,923 1,897 310,026
CHANG 34,573 263 24,310
CHEMISTRY 16,340 28 16,312
DANA 355,823 4,076 351,747
DOUGLASE 163,738 935 168,802
HUNGARTAN 33,565 65 33,500
B 122 10,208 18 10,790
_ KILMEF: 145,038 995 144,041
=) L5t 300,520 5,760 294,780
% MATH 57.177 191 56,986 2

Report Settings

Use the Report Settings to determine how a particular report will
behave or display. The General tab contains the behavior values.
The Layout tab contains options for hiding or displaying several
aspects of reports.

Using Report Settings to Hide Empty Data

| NE |
1. View or create a report, and click Report Settings
from the Menu.

The General tab displays:

|
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FReport Settings

General Lawouk

Hide Ernpty Colurnns
Hide Ernpty Ronws
Hide Empty List Mermbers

 bottom

[0k | [ Cancel| |Apply|

The first three options are related to hiding empty data. These
are delivered turned on. You can hide entire columns or rows
that have no data in any of the cells. You can also hide members
in filters that, if selected, would result in no data based on the
current grid and other filters that have been set.

Example:

If you filtered on BOOK as an item type, the AV home location
filter member would not display because there are no BOOK
types in AV.

Hiding empty data options may increase the time it takes to
execute the query. Hide Empty Member Lists in particular
should be turned off if performance becomes an issue when
opening filter boxes.

2. Select the options you want.
3. Click OK to save changes.

Using Report Settings to Show Subtotals

rg
1. View or create a report, and click Report Settings
from the Menu.

The General tab displays. The last option is related to showing
subtotals:
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&

& SirsiDynix

B manu EL“L

All Catalog Measures

Title Catalog Format:

[ General ” Lawaouk l

Hide Ernpty Colurnns
Hide Ernpty Roes
Hide Empty List Mermbers

 bottom

2. Click the Show Subtotals to display the Top and
Bottom options.

3. Select Top or Bottom to place subtotals either at the top
of the member list (under the All, if it is displayed) or at
the bottom.

When Show Subtotals is enabled, and you have any filters
applied to the dimensions on the rows, the remaining members’
values are subtotaled:

Language of Title:

FPlace of Publication:

Title Created By:

Date Title Created:

[l E3

[an

) [

[] [an ]

[an

[-] [an ]

B

Title Modified By: Date Title Modified: Date Title Cataloged: “Year Published: Call Type:
all [-] [an [-] [an [-] [an [-] [an [
Measzures
Total call By
i (L) Total Titlas Hurnbers Total Copies
2 an 2,067,205 3,555,237 3,649,669
subtotal 216,748 300,389 313,910
ALCOHOL 8,858 10,575 12,323
ART £68,034 F9,772 82,859
CHEMISTRY 7,218 16,204 16,340
JAZZ 9,349 10,018 10,808
MATH 33.084 56,423 S7.177
MUsIC 80,627 99,238 105,663
PHYSICS 11,214 28,031 28,740

If you have partial security set on any of the available
dimensions, the subtotal can be used too.
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Using Report Settings to manage other aspects of
reports

Using the Layout tab on Report Settings, you can control
whether or not to display the toolbar, organization bar, titlebar,
pane borders, or pane menus. Each of these aspects can be seen
in this sample report:

] [ = = (]

print E-Mail Design Reload Info

& <—— Toolbar

iy Menu

Save Save As

<—Titlebar

All Catalog Measures

Title Catalog Format: Language of Title: Place of Publication: Title Created By: ﬂ
All [] [an [] [an [-] [an []
Date Title Created: Title Modified By: Date Title Modified: Date Title Cataloged:
[al ERE [-] [an ERED [
¥aar Puhliched- o = TRV = dbluignher: = |
== 30,000

I (=3 Total Tites

'\Pane Menus
o JCIR

Pane
Borders

A
- /.\-

\/

-

o -
CHAR_HALL | FAIRVIEW | LAPLATA_HS | LEOMARDTN | LEXINGTNPK | POTOMAC | PRINCEFR

& SirsiDynix

[ >

Measuras
= Wy Total Titles

CHAR_HALL 49,502

FAIRVIEW 45,308

LAPLATA_HS 14,123

LECHARDTH 61,152

LEXINGTHPK 74,277

POTOMAC 48,941

PRINCEFRED 76,371
I

To hide or display any of these aspects:

Eﬁ
1. View or create a report, then click Report
Settings on the Menu.

2. Select the Layout tab:
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[ General ” Layout ]

¥ Show Toolbar

¥ Show Organization Bar
¥ Show Titlebar

¥ Show Pane Borders

¥ Show Pane Menus

3. Check whichever aspects you wish to display and
uncheck any you wish to mask.

4. Click OK.

When all aspects are masked, the report shown on the previous
page looks like this:

ﬁ'l @Menu

Title Catalog Format:

Language of Title: Flace of Publication: Title Created By: ﬂ
[ (A H [ [ [ g

o

[l
Date Title Created: Title Modified By: Date Title Modified: Date Title Cataloged:
[ H [ H [ H [ g
Wemme Mobklimbkad. el Tiemas Demiemm il Rl bme Frmusemar o all Rmmbme ﬂ
90,000
S B Tatal Titles
80,000 4
70,000 4
60,000 {
50,000 4
oo | LI
20,000 \/
10,000 4
3¢ R
€ 0
Al CHAR_HALL | FAIRVIEW | LAPLATA_HS | LEONARDTN |LEXINGTNPK | POTOMAC | PRINCEFRED
£
g
Measures
Bz (e Total Titles
CHAR_HALL 49,909
FAIRVIEW 45,206
LAPLATA_HS 14,123
LEONARDTN 61,152
LEXINGTMPK 74,277
POTOMAC 48,941
E PRINCEFRED 76,271
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Grid Menu

On each report there is another menu that is available within the
grid panel that provides additional options.

These options are available in both the initial grid reports, and
the drill-down list reports.

Icon Description
[ Export ... — Allows you to export the contents of the
report to a comma separated file, or Excel.

Grid Settings — Allows you to change the display,
behavior, and format of the grid.

i |

& Fuen Save ek Print E-Mail DE.S/’lgn Reload Info
SirsiDynix
All Catalog Measures
Title Catalog Format: Language of Title: Place of Publication: Title Created By: Dats Title Created: -
[an =] [an =] [an =] [an ERE -
Title Modified By: Dats Title Modified: Dats Title Cataloged: Year Published: Call Type:
[al [] [an [] [an [] [an [ [an [ v
— Measures
Grid Settings... Shadowed Total call Shadowed call Shadowed % of Copies to % of Copie
o Total Titles Titles Humbers Numbers Total Copies Copies Total Copies Titles
E
a = Al 2,029,044 24,278 3,483,622 28,980 2,583,350 37,453 1A
i ALCOHOL 2,134 25 3,842 26 12,282 27 0.24% 1
gp? ALCOHOL/NI 1,676 9 1,744 10 1,946 11 0.05% 1
ALEXANDER 1,102,387 11,841 1,335,197 13,587 1,369,473 13,692 38.22% 1
ANNEX 109,427 29 214,346 as 214,408 26 5.98% 1
ART 56,530 446 78,058 503 81,192 301 2.27% 1
CAMDEN 243,595 1,706 201,269 1,733 311,173 1,570 2.68% 1
CHANG 14,393 319 33,745 337 34,160 287 0.95% 2
CHEMISTRY 7,113 57 16,120 56 16,261 20 0.45% 2
DANA 238,342 2,574 328,084 2186 351,191 4,363 9.80% 1
DOUGLASS 146,914 1,088 163,667 1,137 168,382 584 4.72% 1
@ HUNGARIAN 10,131 34 31,312 64 32,270 67 0.90% 3
B inzz 9,287 25 9,943 25 10,741 18 0.30% 1
KILMER 126,557 1,173 137,094 1198 145,062 1118 4.05% P
B LSM < == === T Ce R - - 5i

To export areport

1. View or create a report, then click Export in the
grid menu just above the report columns (NOT the main
menu).

A window asking whether you want to open or save the file may
appear. The report will be exported as a .csv file into the default
spreadsheet application on your workstation:
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Eile load

Do you want to open or save this hle?

xl. j Mame: all_Catalog_Measures,csy
Ld

Type: Microsoft Office Excel Comma Separated Values File

From: boron,sirsi.pwt

Open l [ Save l [ Cancel

While files fram the Internet can be useful, zome filez can patentially
harm your computer. If you do not trust the zource, do not open or
zave this file. What's the righ?

2. Open and/or Save this file as you would other imported
or exported files:

A T B [ ¢ [ o [ E [T F [ 6 [ H [ T [ &+ T K[ L [ M T[T WNT?OTTZF

1 JAI Catalod Measures
| 2 |ltemCatalog
[ 3] Measures
| 4 |ltem Library Total Titles Shadowed Total Call  Shadowed Total Copit Shadowed % of Copie % of Copie % of Copie % of Call I % of Titles Total Colle Total Chec Tur
| 5 Al 2029944 24278 3483633 28980 3583350 37453 1765246 1.0208624 1.716123 24232490 7845638
| 6 | ALCOHOL 8134 25 9842 26 12282 27| 0003428 1509958 1.247917 1.209983 0.004007 15464.23 20087 1
|7 ALCOHOL 1676 9 1744 10 1946 11 0.000543 1.167098  1.115826 1.040573 0.000826 319029 4174 2
| & | ALEXANDI 1102387 11841 1332197 13587 1369473 19692 0.382177) 1.24228) 1.022608 1.214816 0.543063 9645807 3660124 2
19| ANMEXR 109427 29| 214346 B5 214408 06| 0.059835 1.95937| 1.000289 1.958604 0.053906 249705.3 93686 0
| 10] ART 66530 446 78058 509 81192 301) 0022656 1.220382) 1.04015 1173275 0.032774) 8951739 50694 0
| 11] CAMDEN 249539 1706 301269 1733 311173 1570 D.OBEE39| 1.246652) 1.032874 1.207012 0.122959) 2517582 775234 2
112] CHANG 14393 ElE] 33745 337 34160 267| 0009533 2373376) 1.012290 2.344542 000709 4177516 93485 2
| 13] CHEMISTE 7113 57 16120 =] 16261 30| 0.004538 2286096 1.008747 2.266273 0.003504 344867.3 57805 3
| 14] DANA 238342 2974 328084 3186 351 4363 0.098006| 1.473475 107043 1.376626 0.117413 3029585 730686
| 15] DOUGLAE 146914 1088 163667 1137 168982 984 0.047158) 1.15021) 1.032474 1.114033 0.072373 962996.5 608281 3
|16 HUNGARL: 10131 34 3312 64 32270 67| 0009006 3.185273) 1.030595 3.090712 0.004991 1541.05 679 0
117 ] JATT 9287 25 9943 25 10741 168 0.002997 1.186563 1.079606 1.071282 0.004575 56127 96 132 0
| 18] KILMER 126557 M73 137094 1198 145062 1116 0.040482) 1.146219) 1.058121 1.083259 0.062345| 623161.6) 365344 2
| 19] L5M 183389 1285 290984 1854 297260 5748 0082956 1620926 1.021568 1.586704 0.020342 2586201 753384 2
|20] MATH 32692 27 56726 338 577 232 0016023 1.756301) 1.012181 1.735165 0.016105 3541165 2304439 4
121 MEDIA 9461 2n 11561 261 11539 126 0.00322) 1.219639) 0.996097 1.221964 0.004661 421550.4 43121 3
122] MUSIC 79982 1540 98403 1804 105107 647 0023332 1.314133) 1.068128 1.230314 0.039401 1080162 246450 2
| 23] PHYSICS 11148 84 28251 Ell 28906 46| 0008067 | 2592931 1.023185 2534177 0.005492 2124311 7ars) 2
|24 RU-ONLIMN 236172 148 236177 181 235897 162 D.0RSB31) 0.998836 0.998814 1.000021 0.116344 3322515 72
| 28] SERC 93 90 93 90 9 96| 2.73E05 1053763 1.053763 1 458E05 0 430) 4
| 26| SMLR 5287 15 6733 26 7081 16 0.001976 1339323 1.050743 1.274636 0.002605 2852202 10045 1
|27 SPCOL/UE 77624 979 68292 1220 89011 799 0.02484) 1.146694) 1.008143 1.137432 0.036239 582940.1 2122
| 28] TSB 1892 283 1593 1074 1356 1025 0000378 0851759 0.851224 1.000628 0.000784) 33061 330 0
|29 UMNDEFIME 1 1 1 0 2.79e07 1 1 1 493E07 0 0
|30 WHITRARN 347 386 536 0 0.00015] 1.544669 1.388601 1.112392 0.000171 3795 1]

3
e v
1 4 » nh csvlall_Catalog_Measures(1) / |¢ Sl

Grid Menu Settings

1. View or create a report, then from the grid Menu, click

Grid Settings.

On the General tab, you have options for display, as well as the
option to set the report to Multi-Column Sort:
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General Lavouk

[ Show Row Mumbers O single Colurmn Sort
¥ Show Grid Colors @ Multi-Colurmn Sort

Show Grid Lines
[Alternate row colors every |1 oW,

It is necessary to select both a display option and Multi-Column
Sort for the setting to change. Additionally the columns have to
be defined as sortingenabled="‘true” in the report XML or the
sorting does not work.

2. Select one display option and Multi-column Sort.
3. Click on the Layout tab.
On the Layout tab, you have additional options for display:

General Layout

Header Style Row Labels

% oo T Mame

' Underline % Mame Indent
© putton T path Mame

' path Mame Rewverse

[T Caollapse Caolumn Headers:
& Name

T path Mame

T path Mame Rewerse

v Cutline Grid Layout

4. Select whichever options you desire.

Click OK or Apply to save your changes, or Cancel to
close without saving your changes.

|
August 2008 69



Director’s Station End User Training Guide

Charts

Charts give the user the ability to visually analyze the data
contained in reports.

Keep the following information in mind when you are creating
charts:

e A chart is automatically associated with every grid
report that is created. It can be displayed using the Page
Layout option.

e Charts that are created by designing the report and then
enabling the default chart are more efficient and portable
than those created by highlighting cells, which was used
extensively in previous versions.

¢ If you create a chart by selecting cells, you do not have
as much flexibility when working with the report.

Creating Charts

To create a chart

1. View or create a report in Director’s Station:

& Fnenu Save Save As Print E-Mail DeEgn Reload Info
SirsiDynix
Chart the Catalog
Title Catalog Format: Language of Title: Place of Publication: Title Created By: Date Title Created: &
[an [+ [an [+ [an [+ [an [+] [an [
Title Modified By: Date Title Modified: Date Title Cataloged: “rear Published: Call Type:
Lan H [a o C— N L ] (s ] a
@ Measures
X Ttern Library shadawed Total Call shadawed Call Shadowed % of Copies to | % of Copies
g Total Titles Titles iy e i Tt @epics @eics Tt @epice Titles
3
g 2 an 2,029,944 24,278 3,483,633 28,980 3,583,350 37,453 17 &
g’)‘ ALCOHOL 8,134 5 9,842 26 12,282 27 0.34% 15
ALGOHOL/M 1,676 s 1744 10 1,946 12 0.05% 121
ALERANDER 1,102,387 11,841 1,339,197 13,587 1,369,473 13,692 38.22% 12
ANMEX 109,427 29 214,346 85 214,408 L 5.98% 19
ART 86,530 446 FE,058 50% 81,182 301 2.2T% 1z
CAMDEN 249,599 1,706 301,269 1,739 311,173 1,570 B.68% iz
cHang 14,393 19 33,745 337 34,180 287 0.95% 23
CHEMISTRY 7.112 57 18,120 &8 16,261 20 0.45% 22
LY 238,342 2,974 328,084 3,186 351,191 4,363 9.850% 14
DOUGLASS 146,914 1,088 163,667 1,137 168,982 984 4.7 2% 11
HUNGARTAN 10,131 34 31,312 54 32,270 7 0.90% a1
@ JAZZ 9,287 25 9,949 25 10,741 1z 0.20% 11
|E| KILMER 126,557 1,173 137,094 1,198 145,062 1,118 4.05% 11
% LsM ¢ 183,389 1,295 290,984 1,854 297,260 5,748 B.30% 1}6"
wmaTH
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2. Inthe Menu, select the Page Layout option.
3. Check the Chart checkbox to enable the chart pane:

= =] ] D o
Saue Save As E-mail Design Relosd Info
Chart the Catalog
Title Catalog Format: Language of Title: Place of Publication: Title Created By: Date Title Created:
[an [ [an -] [l -] [l -] [l -
Title Modified By: Date Title Modified: Call Type:
[a 5 (4 4
Wariahles
Measures
x Item Library e Chart Shadowed % of Copies to 5 of Copies
5 Total Titles opies Copies Total Copies Titles
E = an 2,029,944 583,350 37,453 17 &
a ALCOHOL 8,134 12,282 27 0.34% 15
ALCOHOL/NI 1,676 Grid 1,348 11 0.05% 11
ALEXANDER. 1,102,387 263,473 13,652 38.22% 1z
ANHEX 109,427 14,408 86 5.98% 192
ART £6,530 81,152 301 2.27% 1z
CAMDEN 249,593 11,173 1,570 8.68% 12
CHANG 14,393 34,180 287 0.95% 23
DANA 238,342 2,974 328,084 188 351,191 4,383 9.20% 14
DOUGLASS 148,914 1,088 163,667 1,137 168,982 284 4.72% 11
HUNGARIAN 10,131 24 31,3212 &4 32,270 &7 0.90% 31
1AzZ 9,287 25 9,949 25 10,741 18 0.30% 11
KILMER 128,557 1,172 137,094 1,198 145,082 1,11g 4.05% 11
LEM 183,389 1,295 290,984 1,854 297,260 5,748 8.30% 16¥
maTH L] n ]

4. The chart displays along with the report and the grid:

3 - : m )
5 ) 1 4
& Fmenu Save Save As Print E-Mail Design Reload Info
Chart the Catalog
. o ~
Title Catalog Format: Language of Title: Place of Publication: Title Created By: Date Title Created: i
[an [+] [an [+] [an [+] [an [+] [an [+
[B72.600.000.000.00 %
B Totl Tles =% of Capies to Call Numbers
2,400,000,000.00 % m B3 shadowad Titles 1% of Call Numbers 1o Tities
—_— £ Total Call Numbers B Total Callection Value
£00,000,000.00 % / 0 Shadowsd Call Numbers £ Total Checkouts
—_— 3 Total Copies 3 Turnover Rate
LI AL ) [ Shadowed Capies = Gopies Loaded from Acquisitions
: 400,000,000.00 % B % of Coples to Titles
- 200,000,000.00 %
I 0.00 % -
[ Al
Measures
Itarn Library Shadowed Tatal Call Shadowed Call Shadowed % of Copies to % of Copies
Total Titles Titles Nurmbers Numbers Totsl Copies Copies Totsl Copies Titles
All 2,029,944 24,278 3,483,633 28,980 3,583,350 37,453
ALCOHOL 8,134 23 9,842 26 12,282 27 0.34%
ALCOHOL N 1,676 k] 1,744 10 1,346 11 0.05%
IE ALERANDER 1,102,387 11,841 1,339,197 13,587 1,369,473 139,692 38.22%
o ANMER 109,427 23 214,346 85 Z14,408 26 5.98%
| ] I ]
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5.  Within the grid, select only those measures that you
want to include in your chart:

5 = =] 2 ? [i]
@] Eweny Save Save Az Print E-Mail Desian Reload Info
Chart the Catalog
~
Title Catalog Format: Language of Title: Flace of Publication: Title Created By: Date Title Created: z
[an [=] [an [] [0 [=] [an [] [0 ]
B 4.000,000
R 5 Total Tiles
BT B3 Toral Call Numbers
3,000,000 3 Total Coples
2,500,000
2,000,000
L 1,500,000
E 1,000,000
= 500,000
; 0
§ .
Measures
Total Call
e Ulbrey Total Titles Hurnbers Total Copies
@ an 2,020,944 3,483,633 3,583,350 A~
ALCOHOL 8,134 9,842 12,282
ALCOHOLIMI 1,676 1,744 1,346
& ALERANDER 1,102,387 1,339,197 1,369,473
l% AMNEX 109,427 214,346 214,408
ART 66,530 78,058 81,132
% CAMDEN 249,593 301,265 311,173 b
By default, only the All row is displayed in the chart.
il e, 1 9 z o Virdows
Bawa Baea fo i Gl Besim Gallbed i itp s microsoft comfisapifredir. di7prd=isBar=windows
Chart the Catalog
~
Title Catalog Format: Language of Title: Flace of Publication: Title Created By: Date Title Creatsd: z
[an [-] [an [] [0 [=] [an [] [ &
(Top) — Al
1,600,000
B Total Titles
B Total Call Numbers
3 Total Coples
X
5
£
a
Measures
Total Call
B L5 Total Titles Humbers Total Copies
@ an 2,029,944 3,483,633 3,583,350 L]
ALCOHOL 8,134 9,842 12,282
ALCOHOLMI 1,676 1,744 1,246
I"% ALERANDER 1,102,387 1,339,187 1,369,473
l?- ANNEX 109,427 214,346 214,408
ART 66,530 78,058 81,192
% CAMDEN 249,593 301,265 311,173 b

7. Hover over the Menu in the Chart pane to see the
options that are available to modify the chart.

8. Select Chart Types to display the types of charts:
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=

Save

] Menu

] 2 =)
Save As Print E-Mail gn Reload

Chart the Catalog

) ) . a8
Title Catalog Format: Language of Title: Place of Publication: Title Created By: Date Title Created: &)
all ERE -] [an EREX ] [an B
\ [ | [ | [ | [ [ 2
55 - (Tom) — Al
nn.onn
5 0 ol Titles
Chart Sattings... B9 Toal Gall Numbers
| chartypes b . AN 5 Toual Coples
&7 Fiter Measures... Horizontal Bar Iﬂ m
S
| &P Fiter tem Library. . Stacked Bar
Horlzontal Stacked Bar | P & & 8 o S I
B S %”@ ) "‘y‘y“/ OVK;“ V/
@ Percentage Bar 5 5 ¢ E:
&
o Horizantal Percentage Bar
W Depth Bar
= Lo |
=
] Total Call
It Library Stacked Area [otal cal e Qs
T Funnel
& an SUEY 3,483,633 3,583,350
ALCOHOL 8,134 3,842 12,282
ALCOHOL MM 1,676 1,744 1,946
@ ALEXANDER 1,102,387 1,339,197 1,369,473
E AMMEX 109,427 214,346 214,408
ART 6,530 79,058 81,192
E CAMDEM 249,539 301,269 211,173 :\

9. Use the Chart Settings to swap the axes and show or

hide values:

- = O o
henu Bare Save As E-Mail Besien Relnad Info
Chart the Catalog
Title Catalog Format: Language of Title: Place of Publication: Title Created By: Date Title Created: -
All - | Al - | Al - | Al - | Al M
[ [ [ [ [ [ [ [ g
(Top) — 4l
. ALCOHOL BN DCUGLASS EEFHYSICS
4 COHOLN) | 50 HUNGARIAN  ESS1 RU-ONLINE
ISl ALEXANDER [ JAZZ B SERC
T ANNEX COKILMER COsMLR
General || Types
B ART [ CasPCoLUA
%‘ Show Legend O Transparent ESICAMDEN I MATH EmTsE
= [ Legend Totsls [ Gradisnt B CHANG B MEDIA ES1UNDEFINED
- COCHEMISTRY [ MUSIC I WHITMAN
7 O show values [ 2-pimensianal e
& ; Swap Axes Scale from Zero Total Copies
& cale Break
Bar Shape: © Square O Cylinder
@ an 2,029,944 32,483,633 3,583,350
ALCOHOL 8,134 2,842 1z,z82
ALCOHOLN 1,676 1,744 1,545
ALEXAMDER 1,102,387 1,339,157 1,363,473
AMNEX 109,427 214,348 214,408
ART &E.520 72,058 21,192
CAMDEN 249,599 301,263 311,173 >
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10. Go back to Page Layout and hide or reveal the
Variables (dimensions/filters) and the Grid:

= il

Save

= rs) 3 } © )
5 a 23] =) (7]
= Menu Save As Print E-Mail Relnad Info

Cesign

Chart the Catalog

Title Created By:
all

Date Title Created:
all

Place of Publication:
all

Language of Title:
[an

Title Catalog Format:
all

(Top) — &l

Wvariahles

g&rsmynix

o NN

X
B
3
£
w
&)
&
Measures
- I call
LE R U Total Titles Tt Total Copias
@ an 2,029,944 3,483,633 3,583,350 -}
% ALCOHOL 8.134 2.842 iz.z82 >
The chart displays in full screen.
5 =] ] e < ]
Save Save As Print E-Mail Design Rel;ad l:fo
L@ Help »
B save
‘@2 Save As... ®
=) print... o o
B e o
5 Emal.. Taa G

Report Settings...
Report Fiters
[Z Design...

Calculator...

ALEXANDER

Page Layout...
[ Layout Templates

DOUGLASS HUNGARIAN

Edit Report
View Query

@ Reload Report.

MATH

PHYSICS RU-ONLING

UNDEFINED

. Click Save As to save the chart.
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To print a chart to PDF

1. In the displayed report, select Print from the toolbar or
the Menu.

2. Accept the defaults.

The PDF displays:
Blsence ) @ W |G| er [ & [T]] 7 @ [ - @ [O3-[i 5 0 [ ||
7 0
0 ~
i -
L Chart the Catalog
—

O C C C O o

i ﬁﬁﬁﬁﬁ a i ...... é mé

gm i i...., i i b

i i C C aaaaa i
.
£
F
S W seceu T worhes  weaan
o
.
=4
2
E
3
= Page 10f2
[ v

If the grid is displayed in the report, the grid will also be printed
to PDF.
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& SirsiDynix

[ 1

Chart the Catalog

] (Top)y — all

eHEMISTRY

To use the chart in another application

SPCOLUA

1.

In the displayed report, right-click on the chart:

view [mage
Copy Image Location g

Save Image As..

Send Image...

ek As Deskhop Background...
Block Images fram baron,sirsl,pvt

This Frame 3

Broperties

UNDEFINED WHITHAN

ALCOHOL

CHEMISTRY

SPCOLUA

ALCONOLINS

w N

Click Copy Image.

Paste the chart into the new application (such as

Microsoft Word):

ALEXANDER

DOUGLASS

- T
.o Con Numbers
B ol Cophes

CAMDEN

RU-ONLINE

UNDEFINED
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To view data of a chart
1. Display the chart report:

Fwenu 5[';:!2 5 o = —Er\ﬂi 2 i o

1 Design Relos

ave As Print E

Active Available Holds

(Tog) — Al

[ ntransit
I ot Available
I Available

Holds
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gSIrsi Mx

2. Inthe Report window, click Menu.
3. Select Page Layout:

=
M

E |

sue
12 Help B
2 save

[() save ss...
= print... B ntransit
B No! Available
3 Email...
el B Availatle

Report Settings. ..
Report Fiters

Design. ..
[ calculatar... 3

Page Layout. . o
[T Lavout Template:

Edit Repart

View Query

() Relosd Report

El
i
ii Holds
4. Check the Variables and Grid sections to enable them.
The Report window updates with report information:
T menu sL;:;Ie Save Az PE\{ E—%Lil De[ggr\ Raload 1%%0

gSIrsi mx

Active Available Holds

g (Tom) - Al
N Intransit
I Not Available
B Available

Wariahles

Holds
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5. The Report window updates with report information:

B wenu = e s ; 32 © @

Save Save As Print E-Mail Design Reload Info

&iSirsiDynix

Active Available Holds

& B

PickUpLib Category 1: Hold Created Date: Hold Date Inactive: Hold Date Expires: Hold Ststus: a
[an <] [an [ [an [] [0 [-] [AcTive [+
Insctive Reason: Pickup Library: - of Tile: . ear Published: i
All [-] [an [-] [an [-] [an [-] [an [ =
Title Catalog Format: Call Type: Browse Call Number: Dewey Call Number: LC Call Number:
[ ] [a ] [a [ [ [ [al H
Home Location: Current Location: Item Library: Item Price: Itemn Type:
[an [-] [an [-] [an [-] [an [-] [an [
, L]
g (Tow) — Al
W niransit
I Mot Available
[ Available
Holds
&
Measures
Availability Status s
@ an 2,553 |
Intranzit 201 E
Mot Available 1,005 |
availahle 1.967 =

Any time a chart is created using the grid, it is always possible to
retrieve the report to modify filters.

Charts Menu

When you create a chart or go to a saved chart, you can modify
the appearance with the Menu that displays on the Chart pane of
every report. Using Chart Settings and Chart Types, you can
change the chart type, swap axes, and make other display
modifications. Chart reports are like any other report in that they
can also be saved to the Dashboard or emailed to another
Director’s Station user:

Active Available Holds
~(Tap) — All
= . ntransit
| B8 chartsettings . ot Available
Chart Types B pvailable
&7 Fiter Measures. .
\{W Filter ivailability Status.
x
-
g
£
@
G
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You can further modify the display of a chart from the Chart
Menu by filtering the axes that are in play:

I Levels ” Members l

Holds

Library Use Haolds

Copies with Holds

Patrons with Holds
Delinguent Patrons with Holds
Blocked Patrons with Holds
Barred Patrons with Holds

I Levels ” Members l

=] All
Intransit
Mot Available
Auailable
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Meters

When you view a report, you may find that some measures are
very important, and should therefore be flagged to notify you
when one or more thresholds are reached. Meters allow you to
determine whether you have gone beyond a threshold value at a
glance. Meters are typically saved only to your personal
Dashboard and not to any public folders. However, an
administrator can save meters across Dashboards.

Keep the following information in mind when you are creating

meters:

Creating meters

ESirsiDynix

& B

You can create as many thresholds for a single value as

you need.

You can create thresholds on multiple values in the same

meter.

If you are creating thresholds on multiple values they
should be comparable.

% of Blacked
Patrons

2.15%
0,005
0,005
2449
0,005
2,355
1.95%
3.57%
0,005
2.48%
4,655
0,005
0,00%
3.65%

% of Barre
Patrons

~

5

a4

o le o e w

To create a meter
1. Display the report that contains the values you want to
meter:
Emenu Save Saue Az Print E-Mail De;gn Reload
SirsiDynix
All User Measures
User Category 1: User Category 2: User Category 3: User Category 4: User Category 5:
[an [] [an ERED [] [an =] [an [
User Status: User Profile: User Date Created: Last Activity Date: Privilene Expire Date:
[an [] [an -] [ -] [an ERED [
&
Measures
# of
User Library Library Use Delinguent Blocked Delinguent
Patronz Users Patrons Patronz Barred Patrons Patrons
& an 106,706 a 1,405 2,204 7,669 1.32%0
ALCOHOL 4z i 2z 2.38%
ALCOHOLIN 3 0.005%
ALEXANDER 2,879 42 99 1,284 1.46%
ANNER 2z 0.00%
ART 85 F s 0.005%
CAMDEN 1,488 1 22 29 470 1.48%
CHANG 56 2 7 0.00%
CHEMISTRY 29 16 0.005%
DANA 1,856 23 46 1,264 1.24%
DOUGLASS 581 4 27 405 0.69%
HUNGARTAN 8 0.005%
JRZEZ 4 0.00%
KILMER 466 2 17 334 0.64%
LSM 1,126 1 11 37 418 0.98%
<

MATH

3,295

3
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2. Highlight the value or values that you want to track by
clicking on the upper left corner of the column or
columns you want to select and dragging to the lower
right corner of the range.

3. Inthe Menu that displays, click Create a Meter:

5 2] Ie) s ; : © 0
& Fnenu Save Save Az Print E-Mail Design Reload Infa
All User Measures
A
User Category 1: User Category 2: User Category 3: User Category 4: User Category 5: =
[an [=] [an [=] [an [-] [an [-] [an [ £
User Status: User Profile: User Date Created: Last Activity Date: Privilege Expire Date:
[ 5 [ 5 [ ERED B [a g .
Measures
% of
x User Library Library Us= Dalinqusnt Blackad Delinquent | % of Blacked % of Barre
Patrons Uszars Patrons Patrans Barred Patrons Patrans Patrons Patrans
E ]
a Lsm 1,126 1 11 37 418 0.58% 3.29% 34
@
@ MATH 177 1 1z 82 0.565% 8. 7B
MED LA 16 0.00% 0.00%
MUSIC 22 0.00% 0.00%
PHYSICS 25 1 3 0.00% 4,00% 1
RU-ONLIME 27,504 1,297 2,022 2,341 1.339% 2.07%
SERCT 13 0.00% 0.00%
SMLR 23 19 0.00% 0.00% &
SPCOL/LA 25 0.00% 0.00%
TsB 243 [ | @ chart Selection |« 2 0.41% 0.00%
UNUSED-1 0.00% 0.00% =
T Create aleter 3
UNUSED-2 | | 0.00% 0,.00%
B UNUSED-2 2 List Patrons 0.00% 0.00%
=
E] k8 || ) it petren pdresses | AT (0T L
v
I ] | [ it ibrary UssUsers | 7 B

A Set Ranges box displays with three default ranges supplied.

Color: I#EEEIF4AEI
Lo I Motify: [
High: I'IEIEIEI Delete: B

Colar: |#FFFFAE
Low: [1000 Motify: [
High: |EIIIIIIIII Delete; @

Colar: I#FFC1C1
Low: [2000 Motify: [
High: I Delete: B

Ranges apply to all cells that are selected.
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4. Define each range and add ranges as needed.

To change the color of a range, click on the color block and use
the color finder to select the color you want:

color: [F39F2zs [ ©
Low: | Maotify: [
High: |1EI Delete: @

Color: I#FFFF32
Low: [10 Motify: [
High: |2EIEI Delete: B

Colar: W _
Low: [200  HNotify: O
High: IW Celete: @
Color: W _
Low: [10000 mNotify: O
High: W Celete: @

e [nmazra [ s

5. If you wish to be notified by email when the particular
range thresholds have been met, check the Notify box.

6. Click OK to display the meter:

& Menu
All User Measures

ALCOHOL @@
ALCOHOLNI @
ALEXANDER @
ANNEX

ART
CAMDEN
CHANG
CHEMISTRY
DANA
DOUGLASS
HUNGARIAN
Jazz
KILMER

LsM

MATH
MEDIA
MUSIC
PHYSICS
RU-ONLINE
SERC

SMLR
SPCOLUA
TSB
UNUSED-1

I T R Y AR RN Y YN T RN LN

s
I
5
g
Z

e
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7. Use the Menu in the Meter to make modifications:

12) Help b All User Measures
[ save
@ sovorin. ALCOHOL
T print... ALCOHOLMN. @
B emai ALEXANDER @
ANNEX
[=] Meter Settings. .. ART
CAMDEN
Heter Types Py angular oo o
Report Settings... | 4l signal light P
Report Filters B sar @ DANA °
[ Design... DOUGLASS @
HUNGARIAN
Colculstor... b bt
Inzz ™
Page Layout... KILMER ]
T Layout Templates (E0) L]
MATH
MEDIA
View Cuery MUSIC
PHYSICS
Reload Repart Y
SERC
SMLR
SPCOLIUA
TsB ™
UNUSED-1 @
UNUSED-2 @
UNUSED-3 @
WHTMAN @

All User Measures

ALCOHOL
ILNG 3

ALEXANDER 2879
ANNEX

KILMER
LSM 1126
MATH 177
MEDIA 16
MUS

SPC
TSB
UNUSED-1 1
UNUSED-2 1
UNUSED-3 2
WHITMAN

From the menu you can make modifications similar to reports
and charts. In the example below, the tool bar and organization
bar are displayed and the RU-ONLINE library, which is
significantly larger than any of the other libraries, is removed
from the display. Notice that subtotals are turned on for the
report and the subtotal is also listed:

|
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subtotal -y ____________________________________________________|
AMCOHOL 42

ALCOHOLMNJ 3 |

A ECADER 2,07 |
ANNEX 2 |

ART 8 [

CAMDEN 1480

CHANG 56

CHEMISTRY 28 [

D 1950

DOUGLASS 51 [

HUNGARIAN & |

JnZZ 4 |
KILMER 456 [
Lsm 1126 —
MATH 177
MEDIA 16 |

MUSIC |
PHYSICS 25 |

SERC 13

SMLR 2 [
SPCOLLA 25 |

TsB 243 [l
UNUSED-1 1 |
UNUSED-2 1 |
UNUSED-3 2 |
WHITMAN 3 |

An alert must be saved both to My Folder and to SwiftLinks for
it to be available for display in the SwiftMeters panel on the
SwiftView.
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SwiftLinks

Saving Links

The SwiftLinks panel on the Dashboard contains links to general
administrative links, reports, charts, and meters. Typically,
delivered reports are available here for quick access. You may
also save customized reports, charts, and meters to the
SwiftLinks panel.

Director’s Station allows you to save links to your customized
reports, charts, and meters. These links appear in the SwiftLinks
panel of your Dashboard for easy access.

To save a link

1. Click 4||SA on the toolbar or Save As in the Menu

options to create a new report, chart, or meter.
The Save As dialog appears:

Save As

Report Mame;
My Checkout Measures (Historical)

Subtitle:

Save in Folder

+ [ My Folder

Mair Cutput Type:
Grid w

d to SwiftLinks

2. Select Add to SwiftLinks to save this report, chart, or
meter to the SwiftLinks panel on your Dashboard.
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Sorting links

Links within the SwiftLinks panel may be sorted by the user.
Click and drag each link to rearrange the reports, charts, or
meters into any order the user would like.

@ .
GSirsiDynix My Director's Station Dashboard Blueny

SwiftLinks = . .
l Active Available Holds
General | SwiftReports || SwiftCharts | SwiftMeters
[FF] All Checkin Measures ~

DAII Checkout Measures (Current)
E|AII Checkout Measures (Historical)
[ &l Hald Measures

[ &l OPAC Measures

[F] &l Reserve Measures

[FF] &l Request Measures

Ther

[:| My Checkout Measures (Historical)

%
g [F] &l Serials Measures T
- E| My Checkout Measures (Histaorical)
& | [Flalluser Measures ]
& — Checkouts by Day of Week
DIRECTOR'S STATION HELP 70,000
Getting started with Director's Station —
[y Falder 60,000
Warking with Dashboards —
Using Reports 50,000
Reports Overview -
40,000
30,000
20,000
10,000
Sunday | Monday | Tuesday | Wednesday | Thursday | Friday | Satrday

[0
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Removing Links

You are able to remove links within the SwiftLinks panel when
you no longer need them. To do this:

1. Click on the SwiftLinks panel and find the report, chart,
or meter that you wish to remove.

2. When it is highlighted, click Remove:

= P . : .
GSirsiDyniXx My Director's Station Dashboard Elwens

SwiftLinks = Active Available Holds

General SwiftReports SwiftCharts SwiftMeters

[ZF] &l Checkin Measures ~
DAH Checkout Measures (Current)

DAH Checkout Measures {Historical)

|[:] My Checkout Measures (Historical) rem

[FF] &1l Haold Measures ﬂ
[F] &l OPAC Measures
[FF] &ll Reserve Measures

[FF] all Request Measures T
[F] 20l Serials Measures
[F] &l user Measures

ESirsiDynix
]

Checkouts by Day of Week

DIRECTOR'S STATION HELP
Getting started with Directar's Station
My Folder
warking with Dashboards
Using Reports
Reports Overview

EBE

Removing a link from the SwiftLinks panel on your Dashboard
does not remove the report, chart, or meter from My Folder or
from Director’s Station. You can delete the report from your
personal My Folder if you no longer want it there.

Once a report is removed from SwiftLinks and My Folder, you
cannot see it or access it, but it is still in Director’s Station. To
remove it completely from Director’s Station, you need to
contact your Director’s Station administrator who can remove it.
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TEMOVING 1.vvivieveiieite ittt 89
C I SAVING ..o 87
o] 1 (]2 o OSSR 88
CalCUIBLOT ...
ChartS.....ooveeiee e
Creatlng """"""""""""""""""""""" \'#
printto PDF ...
use in other application Manage My Folder ... 17
Charts menu ... MEASUIES ... 26
Collection analysis reports Memlt)ert§ 29
CIRALING CRAMS ..o oo Mesneuec NG
CTEAUNG TBPOMTS. o LT 10 o TR 49
Menus
D I CharS ..o
MELEIS .o
DASNDOAI oo 7 crgatlng ................................................................
DeliVered repONtS.............rvvveeeererreeeeneeseseeesesseenee 23 Multi-column sort.
DESIGN covvveeeee e seee e 57 My Director's Station Dashboard ...............cccccoevuenes 10
DlmenS|0nS ................................................. 25 My F0|der ................................................................. 17
Ilmlt dlmenS|on pool .............................. .34 addll"lg documents ..................... 19
more than one in report .32 add|ng fOlderS ........................... 18
DOCUMEIES oo 19 adding items ... 17
adding lINKS .....coovviiiicc e 19
deleting itemS ......oovevvieice e 21
E I EAItING IBMS ...vvveve e 20
MANAGING ..t 17
E-mailing reports SOMING IeMS ... 22
Exporting reports SEOFING ItEMS ... 21
MY Profile ..o 22
MY SWITEVIEW ....eeoiiiiicicc e 10

H;Ié
FIlter COIUMNS .....ccveiieeie e P I

Filter in reports ....

FOIEIS ..t Panel content ..o 14
Panel 1ayout...........ccocoininiiii e 12
POPOUt MENU ... 8
G I Printing reportS.........ccoeveneneicienine e 54
Public access analysis reports...........c.cccceoveinnene 24,25
Grid MENU....iviiiieiecice e 67
Grid Menu SettingS .....coverveieerireneree e 68

u%
H I REPOM SEHINGS .v...oovvveeoeveeeeeeeeeee s 62

hide empty data ... 62
Hide EMPLY Data ......ccoevrveiniineencceenesenens 62 SHOW SUBEOTAIS ...t 63, 65
REPOIS ... 23
collection analysis .........cccceveveieiiiiiencieees 23
%ﬂ CPEALING ...ttt
AelIVEred ...t
JEBMS e 17 dlmensions
FIr oo
MEASUIES ...ttt ettt
u+I—I menu...........
. Printing ......coevevrvivnennenn,
LINKS oo 19 public access analysis..........ccoceverererieeenenne. ,
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SAVING vttt ne values within column..........ccooooiiineiciee, 40

saving as administrator SWITELINKS ..o 87

title TIStS...eeeeieeeee e removing liNKS.........coooiiiii e 89
Reports toolbar SAVING HINKS.....oveiiiiiice e 87

SOMtING HNKS ....cvevviiiiice e 88
\%
H%

SAVING FEPOIS ...evvvecieieieeeete e

as administrator ... Title liStS i rePOItS...c.covvevveieciseeree s 36
Show Subtotals .........ccceveiiiriiiree e Toolbars
Sort TEPONTS. ..ttt 8, 49

SWITELINKS ...t 88
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